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0 Microsoft Office Specialist Certification

Microsoft*

a.0ffice

What is Microsoft Office Specialist
Certification? Microsoft Office Specialist
certification validates through the use of
exams that you have obtained specific skill
sets within the applicable Microsoft Office
programs and other Microsoft programs
included in the Microsoft Office Specialist
Program. The candidate can choose which
exam(s) they want to take according to
which skills they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the Complete
Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure passing a Microsoft Office Specialist
Certification exam.
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O The Benefits of Certification

For More Information:
www.certiport.com

www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using Microsoft
Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the Microsoft Office
system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain level of advanced
competency with the programs in question. Employers don’t have to wonder if the skills stated on the resume are honest
and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a desire
on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html
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0 About Our Certification Program

Tros Aol Catet

-
Micrasoft PowerPoint 2013

= B

Books in this Series:
Beginning Guide to
Microsoft® PowerPoint 2013

Advanced Guide to
Microsoft® PowerPoint 2013

Microsoft Office Specialist (MOS) Certification for PowerPoint 2013
Overview: Our Microsoft Office Specialist certification program for PowerPoint 2013 has two levels of mastery: Beginning
and Advanced. These guides cover all of the exam objectives for the PowerPoint certification exam.

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. For example, the Beginning Guide to Microsoft PowerPoint 2013 shows all of the Picture Tools. The beginning
of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft PowerPoint 2013 demonstrates the following Ribbons: Home, Insert, Design,
Picture Tools: Format, Smart Art Tools: Design, Smart Art Tools: Format, and View. Also, basic Backstage commands are
covered. The lessons focus on basic content and design commands, as well as working with pictures and graphics.

The Advanced Guide to Microsoft PowerPoint 2013 demonstrates the following Ribbons: Table Tools: Layout,
Table Tools: Design, Chart Tools: Layout, Chart Tools: Design, Chart Tools: Format, Slide Master, Transitions,
Animations, Video Tools: Format, Video Tools: Playback, Slide Show, Review, and Notes Master. Advanced Backstage
commands and options are covered. The activities focus on adding animations and multimedia to slide shows, as well as
preparing to present the slide show.

Course Prerequisites: Students who enroll in the Microsoft Office Specialist (MOS) program should have basic computer

skills, including how to turn on the computer, how to use an Internet browser, and how to select commands from a menu.
Students show know how to save files and send attachments by email as well.
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Study Guide Page 1 -Page 2

O Microsoft PowerPoint 2013 Study Guide: Advanced

Microsoft Office Specialist (MOS): Exam 77-422 for PowerPoint 2013

1.0 Create and Manage Presentations
1.1 Create a Presentation

Import Text Files into Presentations, Pg 244
Import Word Document Qutlines into
Presentations, Pg 244

1.2 Format a Presentation Using Slide Masters
Apply a Slide Master, Pg 90

Add Background Images, Pg 85

Control Page Numbers, Pg 88

Insert Headers and Footers, Pg 86

Modify Existing Layouts, Pg 80

Modify Presentation Themes, Pg 82

1.3 Customize Presentation Options and Views
Use Views to Navigate Through
Presentations, Pg 101

Modify Presentation Properties, Pg 225

1.4 Configure Presentations to Print Or Save
Package Presentations for CD, Pg 273
Print Presentations in Grayscale, Pg 254

Print Selections from Presentations, Pg 254

Print Speaker Notes, Pg 255

Print: Set Handout Print Options, Pg 256

Save Presentations as Web Pages, Pg 278

1.5 Configure and Present Slideshows
Configure Slideshow Options, Pg 205

Configure Slideshow Resolution, Pg 206

Create Custom Slideshows, Pg 203

Rehearse Timing, Pg 191

Slideshow: Annotate Slideshows, Pg 186

Slideshow: Navigate Within Slideshows, Pg

188
Slideshow: Use Presenter View, Pg 200
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2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides

Sldies: Delete Slides, Pg 221
Slides: Duplicate Existing Slides, Pg 221
Slides: Hide Slides, Pg 201

3.0 Create Slide Content
3.1 Insert and Format Text
Insert Hyperlinks, Pg 94

3.2 Insert and Format Tables

Apply Table Styles, Pg 17

Create New Tables, Pg 16

Import Tables from External Sources, Pg 31
Modify Number Of Rows and Columns, Pg 20

3.3 Insert and Format Charts

Charts: Insert Chart, Pg 46

Charts: Modify Chart Parameters, Pg 51
Charts: Add Legends to Charts, Pg 55




Study Guide Page 1 -Page 2

O Microsoft PowerPoint 2013 Study Guide: Advanced

Microsoft Office Specialist (MOS): Exam 77-422 for PowerPoint 2013

3.6 Insert and Format Media

Media: Adjust Media Window Size, Pg 161
Media: Link to External Media, Pg 175
Media: Set Media Options, Pg 166

Media: Set Start/Stop Times, Pg 171
Media: Trim Timing on Media Clips, Pg 168

4.0 Apply Transitions and Animations

4.1 Apply Transitioning Between Slides
Transitions: Insert Transitions, Pg 102
Transitions: Manage Transitions, Pg 109
Transitions: Modify Effect Options, Pg 105

4.2 Animate Slide Content

Animation: Apply to Shapes, Pg 123
Animation: Apply to Text Strings, Pg 139
Animation: Add Paths to Animations, Pg 134
Animations: Modify Options, Pg 138

4.3 Set Timing for Transitions and Animations
Animation: Use the Animation Pane, Pg 126
Animations: Reorder Animations, Pg 141
Timing: Start and Finish Options, Pg 127
Timing: Modify Duration of Effects, Pg 107
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5.0 Manage Multiple Presentations

5.1 Merge Content from Multiple Presentations
Merge Multiple Presentations, Pg 222

Reuse Slides from Other Presentations, Pg 211
View Multiple Presentations, Pg 215

5.2 Track Changes and Resolve Differences
Comments: Manage Comments, Pg 218

Track Changes: Modify Options, Pg 223

Track Changes: Reject Changes From Specific
Users, Pg 223

Track Changes: Set Track Changes, Pg 223

5.3 Protect and Share Presentations

Share: Check for Accessibility Issues, Pg 229
Share: Check for Compatibility Issues, Pg 228
Share: Compress Media, Pg 231

Share: Embed Fonts, Pg 274

Share: Encrypt with a Password, Pg 233
Share: Mark as Final, Pg 236

Share: Proof Presentations, Pg 213

Share: Remove Presentation Metadata, Pg 225
Share: Restrict Permissions, Pg 235
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0 How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method -
Observation is a perceptual strategy that asks: why am | doing this
and which tools would be most effective? Each lesson begins with
a discussion of the purpose and the objectives.

Orientation helps students start at the right place. The screen
shots in the Complete Compute Guides show the entire window as
well as a close up of the particular button or command.

Notation There are "breadcrumbs" above each screen image. Like
Hansel and Gretel, the breadcrumbs show the pathway to a button
or option. Our notation uses the following convention:
Ribbon->Group->Button->Options

Menu Maps

The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first.

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the  video Tools->Playback Ribbon
menu map is can be seen here.

N [+ Start: |On Click -

Loop until Stopped

[1] Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An
Empirical Study of Learning and Teaching Styles. British Journal of /1 Play Full Screen

Educational Technology v.32 no1 (Jan. 2001) sieli

- [¥] Hide While Not Playing ¥I Rewind after Playing

Video Options
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PowerPoint 2013: Creating Tables and Charts

Show and Tell: Tables and Spreadsheets

Advanced PowerPoint Objectives B S e i W [0 | ws

In this lesson, you will learn how to: — d—— R e T e A =T
1. Use the Table Tools Ribbon to construct and modify ~ wowee e e
Tables. :

1
2. Modify the Rows & Columns in a Table with Borders, Jy =

Shading and Effects. - —
| r-
l = _:___ ‘
—
4
|
|

3. Merge and Split Cells and modify the Cell Size. j
4. Distribute and Arrange Rows, Columns and Tables. 3y

5. Insert a Microsoft Excel spreadsheet into a
PowerPoint presentation and edit the data.

,;:_. X EhE ‘, et Hh I-:I f[Height: 1.33* |57 Distribute Rows

Select 'lurlew Delete | Insert Insert Insert |I'I.'SE'I'|: I';-. Split ﬁ Width: |2.25" - E Distribute Columns
»  Gndlines Z Above Below Left Right ells  Cells
Table Rows & Columns Merge Cell Size

© 2013 Comma Productions LLC
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1. Readings
Read Lesson 1 in the Advanced PowerPoint
guide, page 11-38.

Project
A sample presentation that includes a table
and an Excel Chart.

Downloads

Charlotte's Website Complete.pptx
Business35.qif

Balloon1.gif

2. Practice
Complete the Practice Activity on page 39.

3. Assessment
Review the Test questions on page 40.

Lesson 1 : Show and Tell Tables and Spreadsheets

Table Tools->Layout Ribbon

N =7 | E*H 0 & S -

Ry e | B e e R | & B

Select Wiew Delete Insert Insert Insert Insert I . Split
Gridlines Z Above Below Left Right | Cells  Cells
Table Rows & Columns

iJ Merge

(= .

Table Tools->Layout Ribbon

il

% [| Height: |5"

oy Width: 9"
SEg  Te Cell -
Direction =~ Margins - Lock Aspect Ratio
Table Size

iJ iJ Alignment

Menu Maps

From the Table Tools-> Layout Ribbon.

1. Table Tools, page 17

2. Table Tools->Layout->Merge, page 20

3. Table Tools ->Layout->Alignment, page 21

4. Table Tools ->Layout->Alignment->Text Direction, page 22
5

6

7

. Table Tools ->Layout->Cell Size, page 23
. Table Tools ->Layout->Cell Size->Distribute Rows, page 24
. Table Tools ->Layout->Arrange->Align, page 30

From the Table Tools-> Design Ribbon.
Table Tools ->Design->Table Style, page 26

Advanced Microsoft PowerPoint 2013 Page 12 of 291

.1Bring Forward -
0 Send Backward -

E[}; Selection Pane

E[ Height: |1.33" * | 5T Distribute Rows

* ' F Distribute Columns
Cell Size 4

[& Align-

o Width:  3.25"

58

Group
Rotate

7

Arrange



Working with Tables

A Table is a fundamental method for organizing information into Rows and Columns. Tables in Microsoft Office (Word, Excel and

PowerPoint) are formatted with the Table Tools: Design and Layout. The Layout Ribbon works with the Rows and Columns. The
Design Ribbon makes the Tables easy to read and fun to look at.

Start Microsoft PowerPoint. When you start PowerPoint you will be prompted to choose a template. Select a Blank Presentation.

A =

o Elzabarih Mod
ey

\
lake a @ L
four (%" il

sk Frrr-lrin s ek s s B

-
L]

L] ,.e Blank Presentation
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E -
By Home ->Slides->New Slide
E EH% 0 F. L] F® - & W
:} Before You Begin g T T e T T REE
This lesson begins by creating a sample s | o s | # 1 8 = s PR el I
presentation for Charlotte's Website. Gotaws 4 aem [ s — timy - 1

1. Try it: Add Slides to the Presentation
A new, blank Presentation is open.

Go to Home ->Slides->New Slide.
Please add 2 new slides.

: Click to add title

Click to add subtitle

.il!’ HOME IMNSERT DESIGM TRAMNSITIONS

Keep going...

L] é{,{:ut Ell_a"lquutv
N ER Copy - ] Reset :
Paste Mew E I U oo :
Bl - ot | side Stetont | ey
m c
Clipboard P Slides
1
2

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Create Blank Presentations
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r
o::" Design ->Themes

%’?ﬂ'?~ Possaatan . Pomslper 3y 1-.,-l,
Enter and Format Text i R g
Enter the following Text and format the | HOME  INSERT | DESIGN | TRANSTIONS  ANIMATKC
presentation with a Theme.

2. Try it: Enter Text

Go to Slide 1.

Enter the Title: Charlotte's Website

Enter the Subtitle: From the farm to your table _

-— | -

Themes

That's Fresh!

Try This, Too: Select a Theme

Go to Design->Th . . ‘

Sgle(z:t ae'?;wge%e: V\?iggfs ChOFIO”e‘ s Website ﬁ
. I;-::;I: I:r:-n;:' S

Keep going... ;

Charlotte’s Website

From the farm to your table
1 That's Freshl|

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text
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Ta
o,,:" Insert ->Table->Insert Table...
®H% 0T (em————
Insert a Table .-‘-: scdit mwamn-un AT WG HOW  EAE VW Ao
There are a couple of buttons you can click to w7 s T P Lo
add a Table to your slide. Either way, Outass % e = [ u—

PowerPoint will ask you to enter the number of

Columns and Rows.
Mew Product Ideas

3. Try it: Insert a Table -
Go to Slide 2. * Click to add text
Enter the Title: New Product Ideas

Try This, Too: Insert a Table B §
Go to Insert->Table->Insert Table....

You will be prompted to type:
Number of columns: 3

Number of rows: 5

Click OK and keep going, please.

Mumber of columns: |3 =
Memo to Self: You can also go to the = IE'

Placeholder and click on Table. MNumber of rows: 4 Iil

ok | |

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Create New Tables

Advanced Microsoft PowerPoint 2013 Page 16 of 291
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Hello, Table Tools

There are two Table Tools: Design and Layout.
The Design Ribbon lets you edit the Table Style
Options and the Table Styles.

Before You Begin: The Table on Slide 2 is
selected. The Table Tools are available.

4. Try it: Edit the Table Style
Go to Table Tools ->Design->Table Styles.
Select a Style: Medium Style 1-Accent 1.

Keep going...

"Yes, we have no bananas
We have-a no bananas today....

Table Tools ->Design->Table Styles

EE% 0T Funpstar gl - Fomtasr e
MR MG RGN TRANEROML  AMRMTIOMT  ROIIHOW e VW | O | oot
+ Hasden Bow Vo (b

o G Ly
| R s || Mt (s
L Sy Ot

Paint

MNew Froduct Ideas

-

- Ry -
reataisrr 1o

(e S T

o R e EEEE |t

Table Styles

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Apply Table Styles

Advanced Microsoft PowerPoint 2013 Page 17 of 291

TAELE TOOLS
SLIDE SHOW REVIEW VIEW DESIGN LAYOUT

T = - s N
e l® . |

4

WordArt Styles =
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Table Tools ->Layout

BE % 0 F. [SSTIC se

Table Tools: Layout

W HES | [lvngpe nar
The Layout Ribbon edits the Table structure: o oo

=L T
Tl

g ot

-
et
L

B
1 %

= 5

ot
R et - areea
Rows, Columns, and Cells. i L
1

L3¢

i

FOAN  BGET  OREGH  TRAMGTONL  AMRMTOMI  MOIIHOW KW VW Gl | v
EE B " I L L e R S

Tasai Waind T = = 8 XN
Vs vt +
R e AT D e bt

: -“'-'~n__...._',,. (R . S L
e e pactl 5

5. Try it: Review the Layout Ribbon i e New Product Ideas

Go to Table Tools ->Layout.

What Do You See? The Groups include: ! [ T

Table 3
Rows & Columns

Merge \
Cell Size
Alignment
Table Size
Arrange

Keep going...

o= | § [ Height: 041 2 |BT

% s22 Eu : :sua:::‘:

Select  View Delete | Insert Insert Insert

: *  Gridlines - Above Below Left
. Table Rows & Columns

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Table Tools (Layout)

Just try those coconuts
Those walnuts and doughnuts
There ain't many nuts like they.

Insert | Merge Split = Width: |3.25" . |
=} . v - D]
Right | Cells Cells | 7 225

Merge Cell Size

Advanced Microsoft PowerPoint 2013 Page 18 of 291



Ta
onre Table Tools ->Layout
E EEHS 0 F [IET Y b v A w
:} Enter the Labels and Data T 2 D R | eweie otmene (Mo [ [ (B S B | -
The Cells in a Table have the same name as =~ = o o o ot o o W e 1wt [t e | SO b imarandy
the Cells in an Excel Spreadsheet. Columns o ot Conmns e crasan ssgensen i wees = 6
are letters and Rows are numbers. So, the first '
column is Column A, the second is Column B. -
The Rows are numbered, beginning atthe top | New Product Ideas
with Row 1. The first cell is Cell A1. =
6. Try it: Enter The Labels ) | | Agpie Cider Grisp Apples by stk
In Cell B1 type: Dessert Ideas B i "’“L":""m m’“{"’"“’d‘
In Cell C1 type: Comments \ -
/

Try This, Too: Enter the Data

In Cell B2 type: Apple Cider Crisp New Product Ideas

in Cell B3 type: Kiwi Lime Pie
In Cell B4 type: Banana Fana Mo

In Cell C2 type: Apples in stock
In Cell C3 type: Kiwis in stock
In Cell C4 type: No Bananas

Dessert Ideas Comments
Apple Cider Crisp Apples in stock
Kiwi Lime Pie Kiwis in stock
Banana Fana Mo Mo Bananas

So far so good. Keep going...

We'll sell you two kinds of red herring,
Dark brown, and ball-bearing.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Enter Data
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r.
o;:’ Table Tools->Layout->Merge->Merge Cells

BE % 0T [ S ——
B s s e Tanon  aweunon REBOW  E ey |

Layout: Merge Cells M e e o
You can select several cells and Merge them i B G | b % $E L | |:"I‘] L J |{_ _)[ —+=
together to make one cell. s “ = H i I 1

=
4
3

' Select  View Delete | Insert Insert Insert Insert | Merge Split
1. Try it: Merge Cells . - Gridlines | - | Above Below Left Right @ Cells Cells
Select Cells A1 through AS5. . Tabl Rows & Col M
Go to Table Tools ->Layout. B auie ows & Lofumns Erge
Go to Merge->Merge Cells. __a J ‘ Dessert ideas Comments

R | | L MoeCiwCisp Appies In siock
What Do You See? The selected cells were i l ::“_"—:‘;::m ol
merged into one. The merged cell inherited the

formatting of the first cell, A1.

Keep going...

New F’roduct Ideas

Dessert ldeas Comments

Apple Cider Crisp Apples in stock
Kiwi Lime Pie Kiwis in stock
Banana Fana Mo No Bananas

But yes, we have no bananas
We have no bananas today."

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Modify Layout (Merge Cells)
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Layout: Alignment
Alignment places the Text in the Cell.
The Alignment Group includes:
Horizontal (Left, Center, Right)
Vertical (Top, Middle, Bottom)

2. Try it: Change the Alignment

Select Cell A1.

Type: Charlotte's Kitchen

Go to Table Tools ->Layout->Alignment.
Click on Center.

Try This, Too: Change the Alignment
Select Cell A1.

Go to Table Tools ->Layout->Alignment.
Click on Middle.

e O

= Text Cell
Direction ~ Margins -

]II
]

Alignment

The Text should be placed in the center (left to
right) and in the middle (top to bottom).
Keep going...

Table Tools ->Layout->Alignment->Center

BEE%S 0T [ -

B ot sor e Tanmoin  auncn  ROrMeW MW Wew S | s Pt ok

* i = = flregee tar Bowg Pt - (T g -
P o 0 +* § g 0 - A -

eieri  Wew  Owire  med e e e Spl T LI
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s g & s i ol Arprmenn Tt e anpng

New Product Ideas

[ Dessart ldeas Comments
| Appie Cider Crisp Appies in sinck
hariore’
A Charicfie's Kichen o P =
Elanana Fana Mo Ho Bananas

New Proéuct Ideas

Comments
Apples in stock
Kiwis in stock

Dessert Ideas
Apple Cider Crisp
Kiwi Lime Pie

Charlotte's Kitchen

Banana Fana Mo No Bananas
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T
O::G Table Tools ->Layout->Alignment->Text Direction
EE %0 F Fussnamanl - Fosrr
Layout: Text Direction e e e R
You can use the Alignment tools to change the == e e _-}a_ — = S s |MEE

Text Direction and Rotate the text.

3. Try it: Change the Text Direction
Select Cell A1.

Go to Table Tools ->Layout->Alignment.

Go to Text Direction.
Click on Rotate all text 270°.

What Do You See? The text will rotate in the

center of the cell.

Keep going...

The g &y s

1

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Modify Layout (Alignment)
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Layout: Cell Size
Cell A1 looks funny because it is still as wide as it
needed to be when the text was aligned horizontally,

instead of rotated vertically. You can Resize the cell.

4. Try it: Resize a Cell

Select Cell A1, Charlotte's Kitchen.

Go to Table Tools ->Layout->Cell Size.
Type the Height: 1"

Type the Width: 2.5"

5 Height: 1" * B pistribute Rows

-

ooy Width: |2.5" 1 Distribute Columns

-

Cell 5ize

What Do You See? When you change the size of
Cell A1, the whole Table will be resized as well.
(Compare this screen image with the image two
pages back.)

Keep going...

Table Tools ->Layout->Cell Size

Charlotte’s Kitchen

[ R - ®
TRMGTCHL  AMAMTGMI  MOTBHOW RV vew e v et . |
A $ =
- - . A £ v = [N "
b= W T g e bl
L - ] bt -l

"l Mg - | | b et Rt B
e o e — 4

New Product Ideas

Dessert Ideas Comments

Apple Cider Crisp Apples in stock

Kiwi Lime Pie Kiwis in stock

Banana Fana Mo No Bananas
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Layout: Distribute Rows

You can use the Layout Tools to Distribute the

Rows evenly instead of resizing each Row by
hand. Here are the steps.

5. Try This: Edit the Cell Size

Select Cell B4, Banana Fana Mo.

Go to Table Tools ->Layout->Cell Size.
Type the Height: 2

What Do You See? Row 4 should be taller.

Try This, Too: Distribute the Rows

Select the Rows from Apple Cider Crisp to No
Bananas (B2:C4).

Go to Table Tools->Layout->Cell Size.

Click on Distribute Rows.

What Do You See? The three rows that you
selected should be the same height, now.

Keep going...

Table Tools ->Layout->Cell Size->Distribute Rows

Apple Cider Crisp Apples in stock

Kiwi Lime Pia Kmwis im stock

Banana Fana Mo Mo Bananas

Dessert [deas

Appla Cider Crisp

Apples in stock
Kiwis in stock

Kiwi Lime Pie

Banana Fana Mo Mo Bananas

g
£
£
™
"ﬂ'
©
3
=
2
]
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Opg Table Tools ->Layout->Merge->Split Cells
BEHS Q3 [ Pt
Layout: Split Ce"S Kl - }mm. mu-* mn:.m mug:;-nhw:um n::":: [
Picture a Shadow Box with different Cell Sizes. = = oo =t _;:; o e s o Sttt G .
The Cells in a Table can be formatted the e b by srgpnses
same way. You can Merge or Spilt the Cells in '
a Table. e

6. Try it: Split the Cell

We are still on Slide 2.

Select Cell A1 in the Table.

Go to Table Tools ->Layout->Merge.
Click on Split Cells.

-

Dessert ldeas
MNumber of columns: |1

Mumber of rows: 2 Apple Cider Crisp

oKk | |

Cancel

Charlotte's Kitchen

You will be prompted to enter the following: Kiwi Lime Pie
Number of Columns: 1
Number of rows: 2

Click OK.

What Do You See? Cell A1 has been split into
two Cells. Keep going...

e Wl T

- e Fan

e ey g

Apples in stock

Kiwis in stock

Mo Bananas

Exam 77-422: Microsoft PowerPoint 2013
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T
onre Table Tools ->Design->Table Style->Shading
EEH %S Q3 Prassstaran] . Posslpr f - 8
Design: Add Shading e e T
Each Cell in a Table can have a different b e || by | T e o
Shading. The Shading can be Pictures, e s gt oo s I IERER: ture bweeen
Gradient and Texture. You can also format the ' LT
Table Background. B TR T
New Product Id -
1. Try it: Add Shading r— -
The cursor should be in Cell A2. ._ - g
Go to Table Tools ->Design. by 3
Go to Table Style-> Shading. B
Click on Picture. \

L

—

Standard Colors

HNE EEEER
No Fill

Dessert ldeas Comments

¥ More Fill Colors...

& Eyedropper
Picture...

Appla Cider Crisp Apples in stock

Kiwi Limea Pig Kmwis in stock

-

I Charlotte’s Kitchen

You will be prompted to Browse for a picture.
Double click: Business35.gif

What Do You See? Cell A2 is filled with the
picture. Keep going...

Banana Fana Mo Mo Bananas

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Apply Table Styles (Shading)
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Design: Add Borders

In this example, the Borders will be added to
the Table, then to one Cell. Watch what you

select, first. Then modify the Border.

2. Try it: Add a Border to a Table
Click on the frame around the Table.
Go to Table Tools ->Design.

Go to Table Style->Borders.
Select: All Borders.

2 Shading - A." A

i~} Borders - & A -

[ TP Y

Mo Border

\|[FH| Al Borders

_ Cutside Borders

Try This, Too: Add a Border to a Cell
Click on Cell C4: No Bananas.

Go to Table Tools ->Design.

Go to Table Style->Borders
Select: Diagonal Down Border.

Yes, that works. Keep going...

Table Tools ->Design->Table Style->Borders

EEHS- Q% [ re——

[ I S e
e T

et G

Lt e Bortied Cotbrws.~ ©

Tagay Sy s

Dessert Ideas

Apple Cider Crisp

— =

Comments

Apples in stock

Kiwi Lime Pie

:

Kiwis in stock

Banana Fana Mo

' I t Charlotte's Kitchen

Exam 77-422: Microsoft PowerPoint 2013
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0;:0 Table Tools ->Design->Table Style->Effects->Bevel
:’ Design: Effects e I |
Another Table Style that you can edit is called keI S || -
Effects. The example on this page adds a et
Shadow Effect to the Table. |
-

3. Try it: Add an Effect to a Table —
Click on the frame around the Table. i
Go to Table Tools ->Design. | ik
Go to Table Style->Effects->Bevel. : =
Select a Bevel: Circle.

Bewvel

| |'
- |
Circle _ _
P )
What Do You See? The Cells in this Table
should have a Bevel around the border. Looks

cool. Keep going...

Dessert ldeas

Kiwi Lime Pie

£

I || Charlotte’s Kitchen

Banana Fana Mo nanas

Exam 77-422: Microsoft PowerPoint 2013

3.0 Create Slide Content
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Table Style Options

The Table Style Options format the data in
the Rows and Columns. A check mark for the
Header Row formats the first Row differently
because these are the Labels. The other
options include:

Total Row

First or Last Column

Banded Rows or Columns

4. Try it: Edit the Table Style Options
Select the Table on Slide 2.

Go to Table Tools ->Design.

Go to the Table Style Options.

Select: Last Column.

+| Header Row First Column

Total Row + Last Column
+| Banded Rows Banded Columns

Table Style Options

What Do You See? The Text in the last
column of the Table is Bold.

Keep going...

Table Tools ->Design->Table Style Options->Last Column

(T ETE-EE e

BumATERS WO HOwW  EwE VW BT T

Ko Limes Pr

Dessert ldeas

Apple Cider Crisp

Kiwi Lime Pie

Banana Fana Mo

Exam 77-422: Microsoft PowerPoint 2013
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3.2 Insert and Format Tables: Apply Table Styles (Table Style Options)
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Ta
on:’ Table Tools ->Layout->Arrange->Align Left
6% 0F [STSRU Y - m
Design: Arrange I ;...L ..u..* |un:~:m ....A...j...wjuw. n;-“-n o [ -
You can use the options in the Arrange Group S et et = e Bt R e
to edit the placement of your Table. o b Conm Eed e tam e
|
. . . |
The Align options are: i

Mew Product Ideas

Align Left, Center, Right

Align Top, Middle, Bottom
Distribute Horizontally (not shown)
Distribute Vertically (not shown)

5. Try it: Center the Table

Select the Table on Slide 2.

Go to Table Tools ->Layout->Arrange.
Go to Align->Align Left.

What Do You See? The Table was placed on
the left side of the slide.

OK. That's a brief introduction to Tables.

Do This, Too: Save Your Presentation
Go to File->Save.

Browse to your Documents folder

Enter the File Name: Charlotte's Website
EAN, where EAN are your initials.

Click SAVE.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.2 Insert and Format Tables: Modify Table Layout (Arrange)
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Ideas Add Up

One Insert ->Table->Insert Spreadsheet
BEH % ¢ T [T S————
Tables and Spreadsheets R o (@ 1| T ADGa T
Tables present lists very well. The Rows and el e e R Commmt | ol ke WiriodOstol IS Chjuct | Bputes
Columns are easy to organize and format so that =~ s« e B e St
the information is easy to read. Spreadsheets ]
calculate data. L

1. Try it: Insert a Spreadsheet e
Go to Slide 3. k: T

Enter the Title: Ideas Add Up
Go to Insert->Table->Insert Spreadsheet.

B Insert Table... ’h
w

™ Draw Table \\'I"

E[';] Excel Spreadsheet I \}\

2. What Happens Next? A new spreadsheet Id eas Ad d U p

should be placed on Slide 3. The spreadsheet
may be very, very small. Keep going...

Memo to Self: Depending on your system, this

step may make the screen flash a couple of times ] “ n “ "
as the new Ribbons turn on. é | -l
4

Z2 1 . 7

. 2 i

Z 5

% ifr é

% Z

u | | o

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
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Ta
on:" Home ->Number

g Charlome's Weirtine - Poprdicin B =]

Vo A

Resize the Spreadsheet ~
This spreadsheet is embedded in the slide .. ...~~~ 7 T ; T

show. Embedded is a technical term that e - 71 ] P DO s ooy e B A4l LA S 10 3
means that the spreadsheet really is e - _ : ey =i e

Microsoft Excel--and not some frustrating, al - L

limited spreadsheet editor.

3. Try it: Resize the Spreadsheet L - it

Select the frame around the little H
spreadsheet. Use one of the corner

handles to drag the spreadsheet larger to =
show Column E and Row 8. - g—

What Do You See? The PowerPoint [T
Ribbons show File and Window, only.

Beneath that you should see the Excel

Home Ribbon: Clipboard, Font, Alignment,
Number, Styles, Cells and Editing.

| - SR S - T

sy
| —

EEE L

Keep going...

General - l_:) l_? %ED Ex il

$ - 9% v | .M Conditional Formatas Cell Insert Delete Format
' Formatting = Table~ Styles - = = =

MNumber P Styles Cells

Exam 77-422: Microsoft PowerPoint 2013
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O;? Home ->Number
E o Cratane s Wete  Pireefies = .
:} Edit the Spreadsheet e _ ‘ :
4. Try it: Add Labels to the Spreadsheet R e e g ' [T B [ |2 ov 0
Enter the Labels . _'_::‘”‘ " ' _“ i & lA. = -8 u-:m::-«- 1,‘. .\:1. o ‘.‘,dc:—u l._.::.. £o8 | s Dol oewat ::" -:..-n T & 4
Select Cell A1, type: Product R P _ oo SR S s T e SR

Select Cell A2, type: Wholesale 1

Format the Labels
Select Row 1. B
Go to Home->Font->Bold. r
| s | c o F
b Y
Format the Data F:
Select Column B.
Go to Home->Number.
Click on the dollar sign ($)
pree
Keep going... A B C D E el g
. | |12
- 1 |Product | Wholesale g
. 2 Z
- ﬁ
- 3 Z
%
- 4 Z
5 %
6 7
4 Sheet] * P v g
s TR R L st T st et s st seetsol

Exam 77-422: Microsoft PowerPoint 2013
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Add More Data
5. Try it: Add the Data

Enter the ltems

Select Cell A2, type
Select Cell A3, type
Select Cell A4, type
Select Cell A5, type
Select Cell A8, type

Enter the Numbers
Select Cell B2, type
Select Cell B3, type
Select Cell B4, type

Select Cell B5, type:
Select Cell B6, type:

Keep going...

: Strawberries
1 Box

: Card

: Bow

: Basket

:3.75
:1.90
:1.25
1.00
2.00

Home->Number

- N s Wetite - Postioe D
REe  fem O T WA
i
- ldeas Add Up
A B C e}
U Prosduct WTaal e nale
3 Srawbediri & 175
1 Bos (]
4 Cad i.x5
5 Bow 1.00
| |
A B C D
Product Wholesale
Strawberries S 3.75
Box S 1.90
Card S 1.25
Bow S 1.00
Basket S 2.00
» Sheet1 ) P[4 3

Exam 77-422: Microsoft PowerPoint 2013
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Ong Home ->Editing->Sum
E o Charione’s Weisine - Powsfom et
:’ AutoSum the Data - -

You can find the AutoSum on two Ribbons in

X C £ Actubare.
Microsoft Excel: Home and Formulas.
6. Try it: AutoSum the Data e L L
Select Cell B7. T
y P |
Go to Home ->Editing->Sum. - e Rcid Up
What Do You See? Microsoft Excel inserted =
the formula: =SUM(B2:B6). ! ‘ A [ a o
¥ | 1 Prosduct _Wholesale
- — \ 2 Sirawhedries | 5 375
The Cells that are used in this formula are . \ e $ 1w |
outlined and you can see that none of the e -
numbers have been left out. A B C D
Click ENTER on the keyboard. 1 |Product Wholesale
The Sum in Cell B7 should be: $9.90 i | u
ﬂ 2 | Strawberries| S 3.75
Keep going...the next part is interesting. 3 Box s 1.90
s 4 Card S 1.25
5 Bow S 1.00
6 | Basket S 2.00
7 =SUM(BE2:BE6)
Sheet] | SUMinumber1, [number], ...)
) — —
[ | | |

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
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Format the Data
Conditional Formatting changes the Shading
depending on the value in the cell.

7. Try it: Use Conditional Formatting
Select Cells B2:B6.

Go to Home ->Styles.

Click on Conditional Formatting.
Select: Data Bars.

The Conditional Formatting includes:
Highlight Cell Rules

Top/Bottom Rules

Data Bars

Color Scales

Icon Sets

New Rule

Clear Rule

Manage Rules

Yep, Conditional Formatting helps your
audience visualize the numbers.

Keep going...!

Home ->Styles->Conditional Formatting

v Chaiame's Wetring - oo

“p M el Voees e (el
B Nakie sy

gl (il a1

S
ldeas Add Up 5

1 Presfuct [

2 | Strawberied | & ....-..-
Box -] 1.80

| k1
| L | A (casd 5 115
™ [ [}

¥ o

’ Er

S S

—

A B C

Product
Strawberries

Box S |1.90

1
2
3
& 4 |card S 125
5
6
7

Bow '$] 100

| Basket 5 |2.00
$  9.90
1« Sheet1 ) P4 3
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Return to the Slide Show

When you edit an embedded spreadsheet you
were working in Microsoft Excel. How do you get
back to the slide show in PowerPoint?

8. Try it: Return to PowerPoint
Click on the Title Box on Slide 3.

What Do You See? When you select something
else on the slide, the spreadsheet will close. The
Microsoft Excel Ribbons will be put away.

Memo to Self: You can return to Excel and edit
the data if you wish by double clicking the
embedded spreadsheet.

PowerPoint ->Home

FEH%- 0T [ ——
B cos  srinr ceien TRuaToML ausaho ROHOW  RWm v
T 7 — Segivend - Brign- | g
. St i [T - A A foved aibmendl -
= R i
—r— [r— N——— pra—
1
|
r A
|y — Ideas Add Up
|
! -
P —- Podum | Wiolesde
| - Sl HE an
| is Bas [ 190
| Cad [} 135
[E | ] 1.3
Binket £ 700
i L
Product Wholesale

Strawberries -_3.—15_|
Box B 190
Card B 13
Bow 5] 100
Basket E 2.00

5 9.90
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Tables summarize information into Rows
and Columns. The Table Tools offer many [
options for formatting the data so that it :

makes sense. = ‘

Microsoft PowerPoint can also display data ,
in an embedded spreadsheet so that you |
can use all of the tools in Microsoft Excel.

Way cool convergence of technology.

Save. Save. Save. That's enough for now.
The next lesson uses Excel to create
Charts and Diagrams.

Allez allez in free. Product Wholesale

You get the cookie. - Strawberries -jﬂ

R AKTE Box B ] 190
Card BB 12
Bow S| 100
Basket @

5 9.90
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Practice Activity

Lesson 1: Working with Tables

Before You Begin: Start Microsoft PowerPoint 2013.

Try This: Do the following steps

. Open a new blank presentation.

. Add the Title: Marketing Results

. Format the title Red. Change the font to Cooper.

. Insert a new slide. Insert a table with 2 Columns and 4 Rows.
. Apply the Table Style: Medium Style 2, Accent 5.

. Format the table height to be 2.5”

. Select Cell A1. Add the following data to the table.

Before After

120 210

210 275

275 460

8. Put your cursor in the first row of the table. Insert a row above. Merge
the cells of the new row. Add the text: New Ad Campaign.

9. Format the text New Ad Campaign as centered.

10. Put your cursor in Cell A1. Insert a column to the left.
11. Add the following data to the table:

A3: Week 1

A4: Week 2

A5: Week 3

12. Format Cells A2-A4 with effect Cell Bevel-> Cool Slant.

13. Put your cursor in Cell C2. Insert a column to the right.

14. Merge Cells D1:D5. In Add text to Column D: Goals Met!
15. Change the text direction of Goals Met! to Rotate all Text 90°

NO OB OWN -

16. Resize Column D to be 0.5”

17. Select Column D and split it into 2 rows. In the empty cell, format the
shading to be the sample file Balloon1.gif or a picture of your choice.
18. Add Outside border to the table.

19. Remove Banded Rows and apply First Column Table Style Options
20. Arrange the table by setting the alignment as Right and Bottom.

21. Add a new slide.

22. Insert a Table: Excel Spreadsheet

23. Add the following data to the spreadsheet:

Ham Turkey Egg Salad
Period 1 40 20 20
Period 2 50 35 40
Period 3 65 45 55

24. In Cell E2, use the AutoSum function to add Cells B2-D2. Use the
AutoSum function in Cells E3 and E4.

25. Apply Conditional Formatting to Column E.

26. Save this activity as Advanced PowerPoint Practice 1.
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Test Yourself

1. What Ribbon has the command for
adding a table to PowerPoint?

a. Insert

b. Home

c. Page Layout

d. Table

e. There is no command

Tip: Advanced PowerPoint, page 16

2. What are the Table Tools Ribbons?
a. Styles

b. Layout

c. Format

d. Design

Tip: Advanced PowerPoint, page 17

3. The command to merge cells is Table
Tools--> Layout--> Merge — Merge Cells
a. True

b. False

Tip: Advanced PowerPoint, page 20

4. Which is an option for Table Shading?
a. Pictures

b. Stripes

c. Gradient

d. Textures

Tip: Advanced PowerPoint, page 26

5. What Ribbon has the command to add
Table Borders?

a. Table Tools--> Design

b. Table Tools--> Format

c. Table Tools--> Borders

Tip: Advanced PowerPoint, page 27

6. The table alignment commands are on
which Ribbon?

a. Layout

b. Table Tools--> Layout

c. Home

c. Table Tools--> Format

Tip: Advanced PowerPoint, page 21

7. The Header Row is the top row of a
table where there may be labels.

a. True

b. False

Tip: Advanced PowerPoint, page 29

8. Which are Arrange options?
(Select all correct answers.)

a. Align Left

b. Align Right

c. Align Top

d. Align Bottom

Tip: Advanced PowerPoint, page 30

9. A spreadsheet embedded into a PowerPoint presentation
is as fully functional as a regular Excel file.

a. True

B. False

Tip: Advanced PowerPoint, page 32

10. Which of following is true?
(Select all correct answers.)

a. Tables organize data

b. Spreadsheets calculate data

Tip: Advanced PowerPoint, page 31
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PowerPoint 2013: Creating Tables and Charts

Show the Data: Charts and Chart Tools

Advanced PowerPoint Objectives B s e o e T e n B
In this lesson, you will learn how to: [E B G, [ = D B [ [

—— ] e Ty G b =
Mlowmgl Thdiey Migls Mo Basieey  ele Hasded Foin e L e R T
Weem fodm Pugn  Vew | i D My | |G e e L T e

1. Insert and modify Charts in PowerPoint. plnfie o= = mm | e b -

2. Use the Chart Elements to format the Chart 'm
Title, Axis Title and Data Table.

3. Format the Axes and the Gridlines. @ Charlotte’s \x-'bl.'\m-h\ .
4. Use the Chart Tools to change the Chart SRt | [
Type, edit the Chart data, and apply Chart g £ | i
Styles. e s ' m

5. Use the Format Ribbon to Resize a Chart and
edit the Position on the slide.

| sy

. . Frr i

v [T 2700

e ——— _ Switch Row/ Select Edit Refresh Change
© 2013 Comma Productions, LLC Column  Data Data~ Data | Chart Type

Data Type
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1. Readings

Read Lesson 2 in the Advanced PowerPoint

guide, page 41-72.

Project
A simple presentation that includes Charts
and introduces the Chart Tools.

Downloads
Counting Chickens 2013
COMPLETE.pptx

Farm1.qif
Chicken4.jpg

2. Practice
Complete the Practice Activity on page 73.

3. Assessment
Review the Test questions on page 74

Lesson 2 : Charts and Chart Tools

Chart Tools->Design Ribbon

im BB cm B

1

Chart Tools->Format Ribbon

A

22 Shape Fill -
L# Shape Outline =
L# Shape Effects ~

2=

Menu Maps

From the Chart Elements.

1. Chart Elements, page 52

2. Chart Elements->Chart Title, page 53
3. Chart ElementslLegend, page 55

_ °
-

A A S:E“

WordArt Styles ]

2 By 52

Switch Row, Select Edit
Column Data Data~

1] EJ Data

Change
Chart Type

Type

Refresh
Data

o ; r B Alon= |
.1 Bring Forward i_ Align EU 163"
0 Send Backward = ] Group )
==
- ELE Selection Pane L Rotate wE .5
Arrange 3 Size

More Menu Maps

From the Chart Tools->Design Ribbon

1. Chart Tools->Design, page 60

2. Chart Tools->Design->Data->Select Data, page 61

3. Chart Tools->Design->Data->Switch Row/Column, page 62

4. Chart Elements->Data Table, page 56 4. Chart Tools->Design->Type->Change Chart Type, page 63

5. Chart Elements->Data Labels, page
57
6. Chart Styles->Style, page 59

From the Chart Tools->Format Ribbon

1. Chart Tools-> Format->Shape Styles->Shape Fill, page 64
2. Chart Tools-> Format->Shape Styles->Shape Effects, page
66

3. Chart Tools->Format->Size, page 67
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Show the Data

Your data is supposed to tell a story but rows of numbers can be difficult to read. The numbers, percents and
formulas just get lost and your message isn't heard. Consider presenting your data graphically. People can look at
a pie chart and see that one slice of "pie" is bigger than the rest. In the previous lesson, we added (embedded) a
Microsoft Excel spreadsheet to a slide. In this lesson, we will use Excel to create charts.

Start PowerPoint 2013. When you start PowerPoint you will be prompted to choose a template. Select a Blank Presentation.

) =N
lakea 2

tour

Mk Frresiries Wrk e s P Poird

grictrerarae

gﬁs.A\‘."DN ‘5'-‘ ]
f-d.ﬂd-&".-‘ﬂ% _

Blank Presentation
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Before You Begin
This discussion begins by creating a
sample presentation with two slides.

This presentation will have a Theme.
Themes include Effects which can be used
to format the Charts.

1. Try it: Add Slides to the Presentation
PowerPoint is open.

There is one Title slide.

Go to Home ->Slides->New Slide.
Please add 1 new slide for a total of 2.

Keep going...

Home ->Slides->New Slide

B H*% + B
EEl o | s oo

o ] Pl

Hpentpoat . Frmedont

TR aumATol WD oW EWE W
Capy — 1
Pt gy EP
e v sy Fra Fee

]

Click to add title

FILE HOME INSERT DESIGM
"‘D 3‘5 Cut |:| Layout ~
ER Copy - ] Reset
Paste wy Mew
- ~' Format Painter Slide~ [ oection
Clipboard P Slides

Advanced Microsoft PowerPoint 2013 Page 44 of 291

TRANSITIONS

I U




u!"!E]

Design ->Themes

=T e
B o et oo | Mt asunon  Norbow  Hwm

ol | [T S| men (S -

Enter Some Sample Text
Enter the following Text and format the
presentation with a Theme.

2. Try it: Enter Text

Go to Slide 1.

Enter the Title: Charlotte's Website
Enter the Subtitle: New Fall Products

& 3 T :
Try This, Too: Select a Theme (*hﬂrlgtm S \"ﬁﬂbﬁlt(‘:

Go to Design->Themes.
Select a Theme: Organic.

BMew Fall Precluets

Keep going...

Charlotte’s Website

MNew Fall Products

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text
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Insert a Chart

3. Try it: Insert a Chart
Click on Slide 2.
Edit the Title: Charlotte's Website.

Select the bottom Text Box.

Go to Insert ->lllustrations->Chart.

Keep going...

Memo to Self: You can click on the

Chart button in the Placeholder, too.

Insert Chart

Insert ->lllustrations->Chart

Femams! - beenfon

=R = . ¥ o -
B o o | omn  mannon  meanon worsow kv v P—
m. = ™h ® A ’ T 4
e | e P O B i [ s S i [ i o | Tt s Wt Bk B 40 | i it | Wi sk
erek e | — e Thme’ e : i
44 B g ™ 88 e u Lo L] sl [T

Charlotte’s Website

* Chek to sdd tex

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Insert Charts
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Select a Chart
4. What Do You See? You will be
prompted to select a Chart.

The Chart Templates include
Column, Line, Pie, Bar, Area, XY,
Stock, Surface and many others.

Go to Column.
Select: Clustered Column.
Click OK.

Keep going...

Set as Default Chart: You can right-
click a chart template and make that
chart the Default-the one that is
always used when you click on Chart
in the lllustrations Group.

Insert ->lllustrations->Chart

EE %S0T Pemsramaa’ . Fussebo

- oA ccdRT | PEMSN TRAMTIOML  AMBMTOMT  REEIHOW A VW lsanrs i+ JY
—_ - = —_— ——
Qe m. = ua ® * 4 o =T 0O
Mo | Table | P Onlnn Simesaterl hate: | Thapes St ek | Bgypsboe Y T Y S - — [P
T | - L N - B Biesie - Tems Rk - -

S | Rain e i gt A L ] b e L

All Charts

i [0

w wmee 000 (B (PR On 98 09 59

Column

Line Clustered Column
Pie

Bar

Area I I I I
XY scattery | |- MAN ils Kl TR

Cemzay w2 a3 Eemmy 4

=l Wl ®

T

Stock

EEEMeR>E

Surface

@&

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Insert Charts
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?,Vk'i’ Chart Tools
E EHS [ ——— T "
Hello, Little Chart -!- |-u.- .n::n DM TRANTCHL AMmATENS  REEIHOW RDATE VW Gl | ol E—— - [ l
5. What Do You See? You should see a __!,__, o e L L e L L f L‘ . 5 K
new Column Chart on Slide 2. IH--H«-- . = ———— o ] - A
Ll £ L] i ¥ [ H 1
1' _________ I_H-.L pRi F  lareei )l
The Chart Tools should be available in | ] oo E
PowerPoint. The Chart Tools include: . | e I :
Design - 3 gyt |
Format e ok 1t ol I !
Churt Tode *
What Else Do You See? A new, sample : #
spreadsheet will be open in Excel as well. : ¥
There are four buttons at the top of the ' I I l III I l I I
spreadsheet: Update, Undo, Redo and Edit ” L — L
in Excel.
[ | Chart in Microsoft PowerPoint
Keep going, this is getting interesting...
p going g g g A B c | D | £
1 lSEriesl lSeriesZ Series 3 _|
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
53 |Category 4 1 4.5 2.8 5___
6_
Fi
4]

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Tools
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Chart in Microsoft PowerPoint

BE % 0% Fuptorgtage | - Bl gty =T PE LI
:} Enter Chart Data B e e oo mimce seme mmsee me w e[Sl e
6. Try it: Enter Chart Data Viemaimmes (0G| (] (o] (2] flEnmtan | A A A CA: Rt - e |
Select Cell B1, type: October. i een et inaen e e
Select Cell C1, type: November. ! A i ¢ 3 T - S
Select Cell D1, type: December. izm:““:,““"*‘;‘““"“i
. : B
Keep going... : f
Ehmuu !

[ | - !3 Chart in Microsoft PowerPoint
A | B | C D E  F

1 IGctaber Nwembed[}ecemberl

2 |Category 1 4.3 2.4 2

3 |Category 2 2.5 4.4 2

4 |Category 3 3.5 1.8 3

5 Category 4 1 4.5 2.8 5_

'5_

ri

4

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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Chart in Microsoft PowerPoint

EHS [ ——— T "
5 Enter More Data Eﬂ - mn m |n.|.u:\-.'l:lﬂ e 1:-:‘ Evim  vew o ...:,. T Dt ity + JY
7. Try it: Add More Labels B el (=) (=) (= Eawome:| A A A A Bt Swr 7
Select Cell A2, type: Legs. e == T e - ﬁ
Select Cell A3, type: Eggs. 1 A ' ¢ BEpEN 1 ¢ | 8 | W | i
Select Cell A4, type: Pigs. T
e I
Try This, Too: Add the Data - 7 i
Select Cell B2, type: 200. o il !
Select Cell C2, type: 220. Chaet Trle +
Select Cell D2, type: 240. = .
: T
Select Cell B3, type: 100. 'Z
Select Cell C3, type: 200. = I
Select Cell D3, type: 300. B ! I - l
Select Cell B4, type: 450. [ | 19 Ea Chart in Microsoft PowerPoint
Select Cell C4, type: 550.
Select Cell D4, type: 600. m A | B | € b E | F
1 chtnber November Decemberl
Watch the Chart update as the data is 2 |Legs 200 270 240
entered. That's pretty cool, isn't it? ]
3 |Eggs 100 200 300
Keep going... 4 |Pigs 450 550 600
5 |Category 4 1 4.5 2.8 5_»1
ﬁ_
T

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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File->Save
EE% T T owamns
Se|ect the Chart Data E' g m:-. uT'v:M Thasri m Aumis TS 1:»*::7‘ Helm VW B .L. e .
The sample Chart data included more - _ ) () (=) [ @mmome: | A A A A B -
information than we need. You can use the ] bk e e -
Handle in the bottom right corner to select the s i : FREE B B S

Range that is included in the Chart.

) F w0

a F‘l A0 155 w_
8. Try it: Select the Chart Data ' - - R R E—
Select: A1:D4. ]

The Chart on Slide 2 will update to match the
Range of Cells that you selected.

+

| | =0l -
Try This, Too: Edit the Chart Data O

; A E C
Select Cells A4 through D4 in the last Row.

Click Delete on the keyboard. chtDber Movember Decemberl
Close the spreadsheet. Legs | 200 220 240
And Do This: Save the Presentation E,-ggs l ALl — =
Go to File->Save. Pigs 1 450 250 E'Dﬂ_
Browse to your Documents folder. Category 4 45 2.8 5
Enter a File Name: Counting Chickens.pptx 1 4
Click on Save. |
So far, so good. The spreadsheet has three A . B [ c [ D L
months data for the new products: Legs, Eggs 1 loctober  November December|
and Pigs at Charlotte's Website. 2 |Legs H 200 270 2 qﬂ.
3 |Eggs 100 200 300
4 Pigs 1 450 550 Eﬂﬂ_
5 r

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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Chart Elements

The preceding pages worked on the
getting data into Excel. Let's return to
PowerPoint and look at the Chart on

Slide 2. Well, this little Chart is not bad

for a start. It needs some work...

People like to figure things out,
especially diagrams and charts. Give
them a clue by labeling the Chart.

The Titles and Labels can be found in
the Chart Elements on the right side
of the Chart. The Elements include:
Axes

Axis Titles

Chart Title

Data Labels

Data Table

Error Bars

Gridlines

Legend

Trendline

Keep going...

The one-L Lama,
a Poem by Ogden Nash

Chart Elements

it e
i p sl i
7 it b Wb U

e =]

Charlotte’s Website
- I.

== < CHART ELEMENTS

Axes

Axis Titles
Chart Title
Data Labels
Data Table

Error Bars

4

e
ra

Y

Gridlines

Legend

ORRO00OKOR

Trendline

Figs

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements
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Elements: Label the Chart

1. Try it: Edit the Chart Title
Go to Slide 2 and select the Chart.
The Chart Tools should be available.

Go to Chart Elements->Chart Title.
Click the arrow on the right.
Go to Chart Title->Above Chart.

The Chart Title will be placed above the
Chart. The Chart has been resized to fit.

Edit the Title: Our New Fall Products

Keep going...

Chart Elements ->Chart Title->Above Chart

BE%s- 4 F. Cgnmmang Dicimes AN . Pamtsbican Loyl Nnh

osn BREET  fWeH TRAMGTSA umaoen  WodUew  Bwim vew o i
1] - | e |- | 5 - 124 Tt Dl -
raa 1 oy - sl ] ¥ g T+

¥ bl i | g Ptcmaan (T W B -
o . aren P . [

S

Chuirt Tole

. _a il

+ CHART ELEMENTS

Above Chart
Centered Overlay

More Options...

OXROO0OROR

Figs

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Chart Title)

Advanced Microsoft PowerPoint 2013 Page 53 of 291

o g T

1

“: Charlotte’s Website

Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines
Legend

Trendline
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Chart Elements ->Axis Titles

BEE S O F. [PRE A TS S——— [Ten

Elements: Label the Axis ~ TEM = o = moms sswss e e s o
2. Try it: Edit the Axis Titles St O0CE (&) () (M) plEawame| A A A [4: [

= b e Bt v mg

The Chart on Slide 2 is selected.
The Chart Elements should be available. 1

Go to Chart Elements->Axis Titles.
Click the arrow on the right.

Select Primary Vertical. p—
Unselect Primary Horizontal.

You should see a new Axis Title on the
left side of the Chart.

Edit the Title: Monthly Sales

4

Keep going...

Haw

{ CHART ELEMENTS
Axes

[] Primary Horizontal
Primary Vertical
Maore Options...

Axis Titles
Chart Title
Data Labels
Data Table

The one-L Lama,
He's a priest... :
Pip=
Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Axis Titles)

Advanced Microsoft PowerPoint 2013 Page 54 of 291

Error Bars
Gridlines

Legend

ORROO0ORKKIRA

Trendline




=
4
3

Chart Elements ->Legend

FH%

- cull | BOEET  DEBON

Connng Drechons LAY - Pteborn [

Elements: Legend - ... I:.‘ : — MG PO RMRA Y AT, WO oW s W iy L]
A Legend explains the colors or symbols o e e [ o 5 cpen

used in a chart or map. In this Chart, the
legend gives each Month (Oct., Nov.,
Dec.) a different color.

3. Try it: Show the Legend 3
The Chart on Slide 2 is still selected.

Go to Chart Elements->Legend.

Select an option: Top.

The Legend can be placed Right, Top, Left
and Bottom. There are More Options as
well. - el

Our New Fall Produets

m Cetober  EMNovember BDecember rl

-ll II
Epn P

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Add Legends to Charts

Keep going...

Top
Left

The two-L Llama, Bottom

He's a beast... Mare Options...

Advanced Microsoft PowerPoint 2013 Page 55 of 291
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Chart Elements ->Data Table->With Legend Keys

P 1 Cpmmmng Dhcime Lib . Pamsbioam T ¥ a =

B - | st e Taanon  assunon  WOiGOw  Him  ew  bhan et — ]
Elements: The Data Table e R e e
A Data Table shows the numbers at the R | A st 11 g S e | s 4
bottom of the Chart. It is another useful way S = =i e = = =

to convey information. !

4. Try it: Show the Data Table
The Chart on Slide 2 is selected.
The Chart Elements should be available. o

Go to Chart Elements->Data Table.
Select an option: With Legend Keys.

What Do You See? You should see a new
Data Table on the bottom of the Chart. The

Legend Keys (Oct., Nov., Dec.) are on the CHART ELEMENTS
left of the Chart. + -
Axes
Too much information? (TMI?) A o
Please turn off (uncheck) the Data Table. m = Auis Titles
| Chart Title
Keep going... Y [ | DataLabels
With Legend Keys DataTable P
Error Bars
Mo Legend K
e ’ _ i Gridlines
4?; Mare Options... Legend
And | would bet a silk pajama... 550 ' [ ] Trendline
600 r

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Data Table)
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Chart Elements ->Data Labels

EEH% T gy Dnecton LA - Pomsgedioany o W3NS

Elements: Data Labels e T e
Data labels display the same numbers that you w7 = "7 w s gano e s i RO R T ettt sl

see in a Data Table, however the data is Dobaes o wan toee . s . g o tmmey

shown within the Chart instead of in a Table. 'E

5. Try it: Format the Gridlines J : R
The Chart on Slide 2 is still selected. , Charlotte’s Website
Go to Chart Elements->Data Labels.

O Mew Eall Prodocs: :4' d CHART (LIMINTL
The Data labels can be placed Center, Inside : e Bt /)| @ e
End, Inside Base, Outside End, and Data o o Y| & s
Callout. There are More Options as well.
. °F g CHART ELEMENTS
Please select: Outside End.
y Anes
Keep going... &' Ayis Titles
600 Y Chart Title
550
m Data Labels
430 |:| Data Table
|:| Error Bars
Gridlines
Legend
|:| Trendline
There isn't any Three-L Lllama... o
EE-

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Data Labels)

Advanced Microsoft PowerPoint 2013 Page 57 of 291



Ta
L7
7.l:»“

Chart Elements

6. Where Are We At? The Chart has
a Chart Title, Axis Title, Data and
Data Labels now.

So far, this discussion has focused
on the Chart Elements. Let's look at
the Chart Styles.

Do This, Now: Save, Save, Save
Go to File->Save.

enthly Sales
g

Chart Tools ->Design

BEH%S T ammnng Dnrimna LA . Pomtebioam L B
MR BT G TRAMGTRS  AMRMTENA  MENUHOW KR VW | Ofaw | Rl
i | e al, gl i al - & -l « = R il
ae vt i | € gy bl gl T ol i e e e A ':
Wi - Lirpat - | Gipboms = [ Thart Ty
e e

T L b by

Charlotte’s Website

Ohi Mew Fall Prambuaits +
= .l 7
e N . II
Our New Fall Products

HOctober B Morember B December
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Chart Styles->Style

= B Conmmng Dhcimra LA - Posgsboun [T

B v e e Tosemom  susanoan  Woiuew M vew | o | st
:} Apply Chart Styles x e

The Chart Styles can be found next o= o :: R e it -
to the Chart Elements on the right o g ot s =
side of the Chart. The icon looks like D

a paint brush. Chart Styles format the

Style and Color. E

7. Try it: Apply a Chart Style
The Chart on Slide 2 is still selected.

Go to Chart Styles->Style. Pr——
Select a Style: Style 13

Charlotte’s Website

U1e TR

STYLE COLOR

What Do You See? The Chart has
been formatted with a Style that -
includes overlapping Columns. The
Columns are filled with a semi-
transparent color.

3

8

§

These little tools on the right side of n
the Chart are a good start. There are

a LOT more useful options in the

Chart Tools Ribbons.

™
=

MONTHLY SALES
ba £
2 B

Come with me...

o s

e i 1R

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles
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Chart Tools ->Design->Chart Layouts

EEH%

- . EN -
Design: Layouts and Styles =

There are two Chart Tool Ribbons: Design and
Format. The Design Ribbon has: t
Chart Layouts '
Chart Styles

Data (Select, Edit, Refresh)
Type (Change Chart Type)

BrdET O
i .
BddChad (harh  {Bampn
[ = Liymst = | Colomy

1. Try it: Review the Chart Layouts
The Chart on Slide 2 is selected.

Y | -

g hecimrs, AR - Prsstiousn ] BN

BAMRATESS R W

i #
an ot Vi il Y il _ Al iRl

Cman layan Ewe

TR Fadi. EHwvim v e ]

Nt i 1 ol

Chart Styles

The Chart Tools are available. ™
Go to Chart Tools->Design->Chart Layouts. | "|' iiEE *,® |- i ——
. il -l l |ii Y |" I

What Do You See? The Chart Layouts has Add Chart Quick | Change - . )
the same options as the ones we just tried with Element ~ Layout ~ | Colors -
the Chart Elements. .

i Axes 3
Add Chart Element includes Axes, Axis Idh  Asxis Titles 9 ‘
Titles, Chart Titles, Data Labels, Data Table, ﬂ I
Error Bars, Gridlines, Legend and Timeline. = b Chart Title 3 =3 .

|[| [E Mone

Chart Styles includes Styles and Color. it Data Labels r

Idb, [Ciata Table r (| ==,
Keep going, please... |_[|]|]l Above Chart

iy Error Bars *

- =
di  Gridlines 4 [| It Centered Overlay
|:|]:| Legend k
More Title Options...

Exam 77-422: Microsoft PowerPoint 2013

3.0 Create Slide Content

3.3 Insert and Format Charts: Create and Modify Chart Styles
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Design: Select the Data

The Data for this Chart was entered into an
embedded Excel spreadsheet. There are four Cowtimnn

tools for working with the numbers:
Switch Row/Column

Select Data

Edit Data

Refresh Data

2 By B2

Switch Row/ Select  Edit
Column Data

Data

2. Try it: Edit the Data

The Chart on Slide 2 is selected.
The Chart Tools are available.

Go to Chart Tools->Design->Data.
Click on Select Data.

What Do You See? The spreadsheet, Chart in
Microsoft PowerPoint, will open again.The

data from A1:D4 is selected.

Keep going, please...

Refresh
Data~ Data

Chart Tools ->Design->Data->Select Data

FE% ' ) B

[ R T — |
z 1]

Rl RIS Rl [ (e - ,

BidChad Ghack | {argn
i+ Lipyaskt = | il

B
Lezd

£ +
- &
alap afgn afy

Chart in Microsoft PowerPoint

mn B ¢ | o | E | F | 6

1 IDctaber lNcwember December]
2 i Legs 200 220 240

3 | Eggs 100 200 300

4 |Pigs ) 450 350 Elﬂﬂ.
5 | o
6 —

ri

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Select the Data)
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Chart Tools ->Design->Data->Switch Row/Column

BE S 0T [T, Y T S—— i W0

:} Switch Rows and Columns o e, e O oo L
3. Try it: Switch the Rows and Columns 10 k| M T o i
Go to Chart Tools->Design->Data. st Loyt R ) L
Click on Switch Row/Column. ' ﬂr = ,.”“?;T ‘ :
|
What Do You See? The Columns are grouped 3 [e—— ;";;— o - : ~ ﬁ
by Month, now, not Product. sdd £

OK, Close the spreadsheet.

Oz New Fall Products

- s

Keep going, please...

-
F™
P TN = -

Our New Fa]] Products

700
GO0
500
400
300
200

MONTHLY SALES

100

MNovember December

mlexz mEpp: mPigs
Exam 77-422: Microsoft PowerPoint 2013

3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Switch Rows/Columns)
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Chart Tools ->Design->Type->Change Chart Type

EE %0 F o Chacimna [AN - Pyaoan T F = a
Design: Change the Type N m— -:u- BEMGH  TRAMERSHL  AMRMTIOMT  WGHHOW RS VW Odle | BOEAT i e l® . |
; ; R BT N [ ] pi izl sud snn e EH b LA i
You can change the Chart Type if you wish. MOt Gk | G| RN e 1ot e
Question: Will the Chart keep the formatting o et g
we added with the Chart Elements and the ‘D
Chart Styles?
4. Try it: Change the Chart Type Charlotte’s Website

The Chart on Slide 2 is still selected.
The Chart Tools are available.

Go to Chart Tools->Design->Type.
Click on Change Chart Type.

You need to select a Chart Type.
Choose a Category: Column
Choose a Type: Stacked Column

What Do You See? The Stacked Columns
combine all of the Products. The Labels and !

QOur New Fall Products ; =
Background are still there. M

Keep going...

MONTHLY SALES
- B 588 8B

Cerobes November Digcembas
m [,.l,-gg [ Ew ] Pt:'

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Change Chart Type
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Chart Tools ->Format->Shape Styles

@H 50T Cameeming Do LAY - Preetsfoomn e L= -\ 1
Format Chart Shapes MM = o o meme s s e <2 Shape Fill -
There are two Chart Tools: Design .. 7 " (=) (] [~JE iy Abe Abe ’ Abc W .| F Shape Outline -
and Format. Shape Styles can be Comisams | s e I TS J —
found on the Format Ribbon. D i ihllill- ™| O3 Shape Effects -
. wns Seamas Shape Styles P
1. Try it: Format the Shape Fill " . s = ’
The Chart on Slide 2 is selected. = rlotte’s Website

Go to Chart Tools->Format.

Go to Shape Styles->Shape Fill.
Click on Picture...

Browse to your Documents folder.
Select a picture: farm.gif

Click Open.

Keep going...

Where Have We Seen This Before?
Shapes and Shapes Styles were
discussed in the Beginning Guide to I
Microsoft PowerPoint, page 99.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Fill with Picture)
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Chart Tools ->Format->Shape Styles->Shape Effects->More

FH% 0F Cosmting Ohictors IAN - Pomffoss. el s 3

Edit Shape Styles

The picture is a good way to promote a _
company image or brand. However, the goal of : S s
this Chart is to convey information. It would be
easier to read the data if the picture was not so
"loud." Please format Chart Area and make the
picture more transparent.

CHART (ST *

CHART OPTIONS ¥ | TEXT OPTIONS
Charlott

2. Try it: Format the Shape Styles
The Chart on Slide 2 is still selected.

Chur New

f‘v‘l

The Plot Area is filled with a picture. 4 FILL
Go to Chart Tools->Format->Shape Styles. No Fill
Click on More the small arrow in the bottom =aoh
right corner of the Shape Styles Group. Solid fill
The Task panel, Format Chart Area, should Gradient fill
be open the right side of PowerPoint. ®) Picture or texture fill
Try This, Too: Edit the Transparency Pattern fill
Transparency: 45%. Automnatic
Keep going... )

Insert picture from

Eile... Clipboard Onling...
Texture . -

-

Transparency —+H—  45%

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Format Chart Area)
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Chart Tools ->Format->Shape Styles->Shape Effects->Preset

BE % T Cammming Dacimea LN - Passtebosrn T P E - & M
:} Format Chart Effects i v Sl el SN s R
Each element in a Chart can be selected and s : A |2 ppe | | 3

formatted separately. This example will format
the data series in the Columns.

mag Jaw 3 -
:

P Format Data Series ety
RS (PO

. S O ol
3. Try it: Format Chart Effects

Go to Slide 2 and click on any Data Series,
say the bottom Shape in the Stack, Pigs.
The entire Pigs series will be selected.

The Chart Tools should be on.

Go to Chart Tools->Format->Shape Styles.
Go to Shape Effects->Preset.
Choose a Style: Preset 2

Try This, Too: Format the Other Series

Select the other two Data Series and format
the Shape Style to match.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Format the Border)
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Resize a Chart

New Charts fill the width of the Text Box on

the slide. You can Resize a Chart the

same way you resize a Picture or Shape.

4. Try it: Resize a Chart

The Chart on Slide 2 is still selected.
Go to Chart Tools ->Format->Size.
Enter the Width: 5

S

Size ]

What Do You See? The Width and the
Height can be edited independently.

The Chart is tall, now, not wide. The
Columns and Background resized to fit.

Keep going...

Chart Tools ->Format->Size

BEE S OF. [PRSE. AT S S—— [T L R
oAl T G TRAMEROHL  AMmATOML  METLHOW RIS VW Ol sl Dt it + J

Chast dera E 1 g | Baegloreed - T Bgn
bl . i [J-I-] ki s | [ e Cali = A A A BF R T il
L IR TFER T | T 1 i [Paha 5 B B ek hasd Wb | =¥

P 1 g s - e + b Faw . =
1 B Format Chart Area =

m CHANT TR ¥ EINT GFTIOMS
T bl

~ L L ) wa
Charlotte’s Website ——

T TR

Our New Fall Products

-
s N e, L
) N

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Resize a Chart)
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Chart Tools ->Format->Size->More

T ETE-R I Conmming Dhicians LAN - Powsforn _— o P
:} Specify the Position e e e T - s - )
Say you wanted the Chart to be 2" from the el : () (] =] el A A A [ja|Reinase- =2y
edges of the slide. You can use the advanced Gt s ot trans s e . e . - - - 5
options to format the Position. |n e

CHART OFTIONL. = BINT OFTIOAS

5. Try it: Edit the Chart Position m
The Chart on Slide 2 is still selected.

The Task pane, Format Chart Area, is open.

Go to Chart Options ->Size and Properties.

Click on Position.

Format Chart Area v X

CHART OPTIONS ¥ |TEXT OPTIONS

H O I

Charlotte’s Website

Crur New Full Products +

Edit the Horizontal position: 2"
From: Top Left Corner.

Edit the Vertical position: 2.2" I SIZE
From: Top Left Corner.
- 4 POSITION
Click Close. The Chart will be positioned - g % Horizontal position 7" -
precisely as you indicated. ' = ‘ T
From | Top Left Corner = ‘
Ok, that's pretty good. -
Save, Save, Save. Vertical position 22 :]
From ‘ Top Left Corner = ‘
I ALT TEXT

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Position)
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Insert ->Images-> Picture

FEE % T Cansmangy Tnectons, LAN - Patstioarn o P o T a x
- MOR GEET DN TRAGTOML  AMRATOMT  REEHOW e VW it [tk Yok, ‘
Just for Fun, Really - B [ Rt e o By [t et B | ] I
e, - 2 s B g Fators =R = g i ISR e ea—— il
1..Try |’f. Insert a Picture Lt | o o e o o B o vt~ | Bty i | B [
Slide 2 is selected. s et i e s " - 1
Go to Insert ->Images-> Picture.

Browse to your Documents folder for a
picture. The one on this page is called
Chicken4.jpg

Try This, Too: Format the Picture
The new picture is selected and the
Picture Tools should be available.

Go to Picture Tools->Format.
Go to the Picture Styles.
Click on Drop Shadow Rectangle.

Then what..?

PowerFoint PICTURE TOHOLS

SLIDE SHOW REVIEW VIEW FORMAT

I-?‘ Picture Border -

= ] Fe—
| e e M l"J Picture Effects -

75, Picture Layout ~ 5 70

Picture Styles Fa

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Apply Effects
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Chart Tools ->Format->Arrange->Send Backward

BEHS 8T Cgsmmang Dhcimes AN . Pasbioan T FH - & M
5 Arrange Chart Elements e derwa = _"m" m I — 1:':- e "-:: Bavwy Forwaed = [T g - flar o .
2. Try it: Arrange the Chart Elements e o (2] (] (= [Bawn | A A IR | Sttt - Ee- |
Select the Chart on Slide 2. Gt | et e e C e s - - - 2
Go to Chart Tools ->Format->Arrange. —

Click on Send Backward.

What Do You See? The Chart should be
behind the picture, however the Chart Border
may "shine through" the picture.

What Else Do You See?

The Chart Elements, Chart Styles and Filters
are still available. They appear in front of the
picture, not behind it.

That works.

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Arrange )
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Working with Charts

There is one more Chart Tool that can
be used to present the data: Chart
Filters. You can filter the Chart to
show some or all of the data.

3. Try it: Find the Chart Filters
Select the Chart on Slide 2.
Go to Chart Filters->Values.

The Chart can be Filtered by the
Series or the Categories.

And Try This: Filter the Chart Data
Select the Series: Eggs and Pigs.
Click Apply.

What Do You See? The Chart will
update and show only data for the
Series that were selected.

OK, that works. We have come back
where we started: Chart Elements,
Chart Styles and Chart Filters.

Chart Filters ->Values->Series

Charlotte’s Webeite

VALUES | NAMES 3

O

Our New Fall Products B - . SERIES

W (Select All
L] B Legs
I Eggs
I Pigs

4 CATEGORIES
(Select All

[«

October

Movermnber

[«

[«

December

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Filter the Data)
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Charts and Chart Tools e
This lesson demonstrated how to add 'm
a Chart to your presentation. The
Chart was created from data entered 5@
into an Excel spreadsheet.

We looked at Chart Elements and
Chart Tools: Design and Format.

Allez, Allez in free. You done good.
Go get two cookies, OK?
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Practice Activities
Lesson 2: Working with Charts

Start Microsoft PowerPoint. Do the following steps 14. Insert a new blank slide.

15. Insert a new chart. Pick a pie chart.

; ggg?h?a Ti(;\g:’ \t;f:rkEp;gssg;egfn. 16. Add the following data to the spreadsheet:
3. Apply the theme Pushpin, or a theme of your choice. -
4. Inzzr){ a Chart. Select glustered Column.y Shirts 325
5. Add the following data to the spreadsheet: Hats 125
Balloons 400
Last Year This Year Coffee Mugs 170
Shirts 100 325
Hats 75 125 17. Format the Data Labels to be Outside End. Apply Chart Layout 6.
Balloons 120 400 18 éﬁmy Chtﬁft Ter]JiCk Séyhle 12-t .
. Change the Theme Colors to Flow.
Coffee Mugs 55 170 20. Apply a shape border to the largest piece of pie.
. 21. Resize the Pie Chart to 2” by 2”.
6. Format the labels Bold and 14 point ] 22. Add a chart title: Asleep at Mouse Gear
7. Delete any extra col_umns.and make the handles fit the data 23. Add a picture of a mouse. Apply a picture style of your choice.
8. Change the Chart Title: Highest Increases o 24. Save the file as Advanced PowerPoint Practice 2.
9. Format the Background of the Chart with a Gradient fill of your
choice.

10. Format the Gridlines to show Major and Minor Gridlines

11. Select each of the columns and format them with different colors
and shape effects of your choice.

12. Change the chart type to Clustered Bar.

13. Insert a picture of money. Arrange the picture so it is overlapped
behind the chart a little.
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Test Yourself

1. A spreadsheet can be added to a
PowerPoint presentation.

a. True

b. False

Tip: Advanced PowerPoint, page 48

2. What Tools are available at the top of
the spreadsheet?

(Select all correct answers.)

a. Update

b. Undo

c. Redo

d. Edit in Excel

Tip: Advanced PowerPoint, page 48

3. A Chart can only be added to
PowerPoint from a pre-existing
spreadsheet.

a. True

b. False

Tip: Advanced PowerPoint, page 48

4. Which commands can be found in the
Chart Elements?

(Select all correct answers.)

a. Chart Titles

b. Axis Titles

c. Legend

d. Data Labels

Tip: Advanced PowerPoint, page 52-58

5. Which groups can be found on the
Design Ribbon? (Select all correct
answers)

a. Chart Layouts

b. Chart Styles

c. Data

d. Type

Tip: Advanced PowerPoint, page 60

6. Changing the Chart Type removes all
settings like Background and Labels.

a. True

b. False

Tip Advanced PowerPoint page 63

7. Which command offers several
templates for formatting Charts?

a. Styles

b. Chart Layouts

c. Design

Tip: Advanced PowerPoint, page 63

8. You can switch the Rows and Columns

in a Chart.

a. True

b. False

Tip: Advanced PowerPoint, page 62

9. A Chart can be resized in the same way as
a picture or a shape.

a. True

b. False

Tip: Advanced PowerPoint, page 67

10. Charts cannot be formatted with Effects.
a. True

b. False

Tip: Advanced PowerPoint, page 66
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PowerPoint 2013: Transitions and Animations

Talre

¢ Reach for the Stars

@S

Advanced PowerPoint Objectives e e
In this lesson, you will learn how to: ~ B m = B

1. Create a Master Slide.

2. Use the Drawing Tools to create, resize, and
position graphics on a Master Slide.

3. Apply Styles, Borders and Effects to a graphic. B
4. Add Transitions to a Slide Show.

5. Modify the Transitions with Sound and Timing.

© 2013 Comma Productions, LLC

2 4 00:03
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1. Readings

Read Lesson 3 in the Advanced PowerPoint

guide, page 75-112.

Project
An animated presentation that includes
Slide Masters and Slide Transitions

Downloads

Atmosphere.qif, Brilliant Star.qif,
Code.qif, EarthRise.jpg, Jupiter1.jpg,
Neptune.jpg, ShuttleAtlantis.gif, Small
Star.qif, SolarEclipse.jpg, Tree of
Life.bmp

Reach for the Stars.pptx (Complete)

2. Practice
Complete the Practice Activity on page 113.

3. Assessment
Review the Test questions on page 114.

Lesson 3 : Reach for the Stars

Slide Master Ribbon

j . | | Deleta E 7] Tile Bl Colors - 73] Background Styles -
o 55 Rename = [A]Fonts - Hide Background Graphics
Insert Slide Insert _ Master  Insert V| Footers | Themes | _
Master Layout -+ FPTE5€VE | | ouout Placeholder - - Effects =
Edit Paster Master Layout Edit Theme
1 2
Transition Ribbon
R *, Sound: |Camera = || Advance Slide
E - (5 Duration: o0 o On Mouse Click
Comb foom y Effect = = . .
Options - 3 Apply To All After: |00:03.00 .
Timing
23 4 5 7
Menu Maps More Menu Maps
From the Slide Master Ribbon. From the Transitions Ribbon
1. Slide Master->Background, page 80 1. Transitions ->Transition to This Slide, page 102

2. Slide Master->Close Master View, page 90 . Transitions ->Transition to This Slide->Effect Options, page103
. Transitions ->Transition to This Slide->More, page 104

2
3
4. Transitions ->Timing->Sound, page 105
5
6
7

. Transitions->Timing->Duration, page 106
. Transitions->Timing->Advance Slide, page 107
. Transitions->Timing->After, page 108
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Slide Masters and Transitions

There are three things that apply to the whole PowerPoint presentation: Themes, Slide Masters, and Transitions. A Slide Master is a design
view that you can use to create your own presentation Theme. A Transition is how the presentation goes from one slide to the next. The
Transitions, like segues in a movie, can dissolve, fade to black, or use some exciting wipe. This lesson will create a presentation on space,
Reach for the Stars. The images are available free, without copyright, from NASA. The lesson will demonstrate how to create a custom Slide
Master and how to apply Transitions to a slide show.

Start PowerPoint 2013. When you start PowerPoint you will be prompted to choose a template. Select a Template: View. Click Create.

Title Layout

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Create Presentations Use Templates
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Tak‘ . . .
One View ->Master Views-> Slide Master
F | Frmarmn! - Ppeafory
I Am the Master Kl - e R .”...:H.‘ : —

- L : =
rlm ey e o et b
L P T ——— P [ —— b
Ve fwim P Ve | M M sk s i | B A

Behind every slide show, there is a
Slide Master. The Slide Master is
the template for every slide in the
presentation.

[ nigirr [ Beaem PR R

Whatever is added to the Slide
Master will be seen on all slides.

1. Try it: View the Slide Master
Go to View ->Master Views.
Select Slide Master.

Keep going, please...

IMNSERT DESIGM

EE

TRAMNSITIONS AMNIMATIONS

ENEEREE

Ruler = Q

: : _ _ e Gridlines _ &= Grayscale
Mormal Outline Slide Motes Reading | Slide Handout Motes _ Motes | Zoom Fitto _
View Sorter Page View | Master Master Master Guides Window | mm Black and White
Presentation Views Master Wiews Show P Zoom Color/Grayscale

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters
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T
onre Slide Master
E r Frnramin! - Beeaor
:’ Hello, Slide Master! — T e | ] e Qv

2. What Do You See? There is a new Slide ettt S bt | T
Master Ribbon on the left side. It is between teines
the File and Home Ribbons.

Fi

The Slide Master is actually a group of
Layouts. There is a special design for the Title
Slide, the first slide in a presentation. There
are additional layouts that include two text

boxes, or one text box and an image. C]lcl{ J[O E"dlt NIaStEI‘

Keep going... 1 3T 1
HOME

= =2

i =p Rename
Insert Slide  Insert
Master Layout
Edit Master

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters
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Slide Master: Background
This show will include images from deep, dark
outer space. The Slide Background should be
black. Since this is a black slide with white text,
the Font needs to be simple and easy to read.

Before You Begin: Select the Top Slide in the
Layouts at the left side of the Master View. Any
formatting that you apply to the Slide Master
Theme will be inherited by all of the slides in this
PowerPoint presentation.

3. Try it: Edit the Slide Background
Go to Slide Master->Background.
Go to Background Styles.

Select: Style 4 (All black)

Go to Colors.
Select: Red Orange

Go to Fonts.
Select: Arial

What Do You See? All of the slides should be
black with white text.

Keep going...

Slide Master->Background->Background Styles

As

Themes

-

Fonts ~

Edit Theme

Aa

Aa

Aa

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Presentation Themes (Background)

T e BT

Lasma

I:l Colors - @ Background Styles -

Close
Master Wiew

Close

+| Hide Background Graphics

Calibri "
Calibri
Calibri

Slide
Size

V Size

Arial

Arial
Arial

Corbel
Corbel
Corbel
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o;:‘ Drawing Tools->Format->WordArt Styles
EE 5 e S ——— - - o 4
Edit the Slide Master S S e T T =S
Think Outside the Box: The Master Slides - I} bl B b oy al e | =l

have Shapes. Shapes can be modified with it
the Drawing Tools. You can use the options |
in the Drawing Tools, even though you are
working in the Master View.

4. Try it: Modify the WordArt
The presentation is open in Master View.

DRAWIMNG TOOLS

Go to Slide 1 in the Slide Master. VIEW FORMAT
Select the Master Title Text Box. ~| A TextFill - {1Bring Forward - [ Align ~
Go to Drawing Tools->Format. A A - i Text Outline = 01 Send Backward -
Go to WordArt Styles. — o .
Select a Text Fill: Yellow 7| (5 Text Effects = ole Selection Pane k Rotate -
Select a Text Effect: Glow WordArt Styles - Arrange
/LY Shadow b
Keep going... ==
d:_ Reflection 3
E. Glow , Mo Glow
il' Bevel r
o I e Glow Variations
L & ,‘t\ 3-D Rotation *

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Presentation Themes (WordArt Styles)
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O;:" Drawing Tools->Format->WordArt Styles->Text Fill

TR S p—— - R
Slide Master: Edit the Text W = on = mom s m S e e i e
5. Try it: Edit the Master Text Styles - md I ol ) |y A A [ | b - e |
Slide 1 is still selected. ot —— -

Select the Master Text Box.
Go to Drawing Tools->Format.

Go to the WordArt Styles. 5 b ol RV : o
Select a Text Fill: Orange .CImI« to edit F-.’Iast:f:r title style

What Do You See? The WordArt Styles that
you selected for the Slide Master were applied
to all of the Master Layouts.

Keep going...

3P
Exam 77-422: Microsoft PowerPoint 2013

1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Presentation Themes (Text Fill)
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Ong Insert->lllustrations->Shapes
4 B
:’ Slide Master: Add a Shape SO0 Klater [ — ST Gt [ T [Samit B | ==
You can add a picture, logo, or shape to the Master > s e P A\ st . | =
title slide. Any object on the Master slide will be - e

repeated on all of your slides. So, every slide in the
outline will show your name or image.

6. Try it: Insert a Shape
Go to the Insert->lllustrations->Shapes.
Pick a rectangle from the Shape gallery.

. NOO O - | 2 Edit Shape -
&I—L;ED&E = | [22] Text Box
IRIANR IR <1k

Insert Shapes

Drag a thin rectangle between the Title and the
Text boxes.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Existing Layouts
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Ong Drawing Tools->Format ->Shape Styles

FEH % & [w—r. T A N 7
Edit the Shape: Resize e e T ] &

7. Try it: Resize the Shape
Select the Shape on the Master Slide.

Go to Drawing Tools->Format->Size.
Edit the Height: 0.1"

Edit the Width: 9.4"

& Align -

o 2

] n &

“k Rotate~ | %% 94 -
Size P

Try This, Too: Format the Shape Style
Go to Drawing Tools->Format.

Go to the Shape Styles.

Select a Style: Intense Effect->Orange.

Keep going...

C

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Existing Layouts
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Insert ->Images->Picture

Slide Master: Add a Logo

You need to add a picture or logo to the
Master. The objects on the Master slide are
repeated on all of your slides. So, every slide
in the outline will say your name or image
again and again.

=
4
3

8. Try it: Insert a Picture
Go to the Insert ->Images->Picture
Browse to the Documents folder.

Select a picture: Brilliant Star.qif.

And Try This: Format the Picture

Place the picture in the bottom right corner.
Resize the picture smaller.

Go to Picture Tools->Format->Size.

Edit the Height: 1.4"

3

-|=| % [| Height: 1.4

Crop £ Width: |1.39"

Size P

Memo to Self: You do not have to MATCH the
graphics shown in this lesson.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Add Background Images
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Slide Master: Footers

Our Slide Master has three Text Boxes in the
Footer: aligned left, center and right. This
layout has the Slide number, Footer and Date
on the right side of the slide.

1. Try it: Edit the Footers
Go to the Footer on Slide 1.

Select the Footer Text Box.
Type: Reach for the Stars

Ok, it's coming together.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Edit Headers and Footers
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o::e Insert ->Text->Date & Time

Insert the Date and Time -“““"' = W , — 2

This template already includes the Date and Time on
the Slide Master Footer. Say you chose a Template that
did not have the Date: Here are the steps. By default,
the control will be placed in a text box in the Footer.
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2. Try it: Insert the Date and Time
Slide 1 is still selected.
Go to Insert->Text-> Date & Time.

Available formats: Language: _

A D 4 D@ | 11/4/2013 English (United States) i

. . Monday, Movember 4, 2013 Calendar type:
Text Header WordArt Date & Slide Object v = RL
. 4 Movember 2013 Western

Box & Footer - Tirne Mumber ——

Movember 4, 2013 .
Text 4-Nov-13 |:| Update Automatically :
Movember 13
What Do You See? You will be prompted to choose Mov-13

from a list of available formats. 11/4/2013 11:59 AM

. 11/4/2013 11:5%19 AM
Select a Format: Medium Date.

11:59
Click OK. aas
Keep going... 11:39 AM

11:5%:19 AM

Memo to Self: You can make the Date and Time
update automatically. The check box is on right.

Cancel Default...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Edit Headers and Footers
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Format Slide Numbers
This Footer also has Slide Numbers. The
numbering begins at 1 by default.

3. Try it: Control Page Numbers
Right-click the Slide Number in the Footer.

Go to Numbering->Bullets and Numbering.

Select a Number format: 1. 2. 3.

What Do You See? The Start at number is 1.

You can change the start number if needed.

Click OK. Keep going...

Hmmmm, do you really want to tell your
audience that you are on slide 5 of 2307
< zzz 777>

Numbering ->Bullets and Numbering

BEEH %O F Fepara pesrP oy FE. =

B oovesme  oww  ceic | Tmcten  sembon  mew  ww o e T |
| L w = = 8 . 4 B =0T 0 0«4

Mo | Tl | i, o Sommtet. Phate | S St Cht | g Tod Mo Wt Ooir S Chpmt | Gt Sy | Ven ke

Bl | - [ - b A o T M : =T

[ g [ — e s Commrnty tem [— [ -

Bulleted | Numbered

Size: |100 |5 %6 oftest Start at: |1 =

Color Q -

Reset

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Control Slide Numbers
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Ong Insert ->Text->Header & Footer

Slide Master: Insert a Footer

This discussion assumed that the Slide Master
included a Footer. Say the template you
created does not. Here are the steps to setup
a Footer.

BE %0 F. Fepsramaa’ . Russelon .
B cooverme  sown o | Tmcton  sewbon  mew e T |

=
4
»

4. Try it: Insert a Footer
Slide 1 is still selected.
Go to Insert ->Text->Header and Footer.

Slide Motes and Handouts

What Do You See? You can select the Include on shide

following options if you wish: i Date and time
Dgte and time (Update or Fixed) i @ Update sutomatically
Slide number i
Footer November 4, 2013 [w]
Language: Calendar type:
There is a check mark to make the title slide i (Enalish {United States) Westem
different: Don't show on the title slide. - () Figed
What Else Do You See? You can click on :Hmmhﬂql 2013

Apply to add the Footer to this slide and

Apply to All to add it to all of them. slide number

Footer

Memo to Self: The steps to add a new Footer Reach far the Stars

are the same for editing an existing Footer.
[[] pon't show on title slide

vy | e

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Insert Headers and Footers
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Ong Slide Master->Close Master View

Close the Master View o ' e LM

Al of this formatting has been applied in et e | o E-. :
the Master View. When you are ready, you _ s s i
can Close the Master View and return to 1
the Normal View.

ari
sy 5 Bl Tfin
bar -

5. Try This: Close the Master View.
Go to the Slide Master Ribbon.
Click on Close Master View.

Look for the button in the upper right
corner of the Slide Master Ribbon

Do This: Save Your Presentation
Go to File->Save.

Browse to your Documents folder.
Name the file: Reach for the Stars.
Click on Save.

I]Colors* @Background Styles -~ Ii E

Fonts - ]
Themes _ Slide Close
- Effects - Size = | Master View
Edit Theme Background P Size Close

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify Existing Layouts
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Enter the Slide Text

When you close the Master Slide view, you will
return to the Normal View. You should see one
slide that includes the picture and shape we
added in the Master View.
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1. Try This: Enter Text on the Slides
Please add 8 new slides for a total of 9.

Select Slide 1, type: Reach for the Stars
Slide 2: | built a shiny star ship

Slide 3: Made of silicon and glass

Slide 4: Little bits of code

Slide 5: And a dozen lights that flash!
Slide 6: It's me and my machine

Slide 7: Eager to join the race

Slide 8: O, the things we can explore Presentation Views
Slide 9: As we cruise through cyberspace!

Reach for the Stars
= EE]

Mormal Outline Slide Motes Reading
View Sorter Page \View

=

Keep going...

Reach for the Stars

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text
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E Insert ->Images->Picture

:’ Insert Pictures B =l oo muesws seiowe noses e 'R

Each slide needs a picture. The images for this == o [ S yeion
presentation come from the Hubbell Space = =] e s 2

Telescope. This is a great site. -

You can use the sample files for this O, the things that we can explore

presentation if you wish. You are also

welcome to use your own pictures. @
]

2. Try it: Add pictures

Select Slide 2.

Go to Insert ->Images->Picture.

Browse to your Documents folder.

Select a picture.

Please add a picture to each slide.

Memo to Self: You can also insert a picture
with the short cut in the middle of the slide
placeholder.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images
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Format the Pictures

Some of the pictures from space have a black
background. However, the density of the black
is not as dark as the black color of the slides.
There is a simple way to make adjustments.

Before You Begin: The image on Slide 3 is
called Tree of Life. It is selected and the
Picture Tools are available.

3. Try it: Adjust the Contrast

Go to Picture Tools ->Format ->Adjust.
Click on Corrections.

Select the Brightness and Contrast.

Brightness bathes the image in light and
“washes out” the colors.

Contrast accentuates the difference between
absolute black and white. When you increase
the Contrast, the black gets darker and the
white gets lighter. When you decrease the
Contrast, the picture fades to grey

Picture Tools ->Format ->Adjust ->Corrections

. |::| :IQ: Compress Pictures

':| Change Picture
Corrections Color  Artistic
- ~  Effects~ 1=l Reset Picture -

E Sharpen/Soften
£

Erightness/Contrast

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Make Adjustments
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7
o;:e Insert ->Links->Hyperlink

EL % 0
Bl <= - OriH  Thufo  ausaTesn RS ieow e viw conant

Insert a Hyperlink _ :
A hyper“nk is an effective Way to link \.:_ Table | Wiy, i ""-:'r;.:.:: et ot Gt ;_.-:. ik St | Cosnt r.-: s b .::. \..-.-':... hit | gt vt o
your presentation to more resources on

the Internet. This demonstration adds the
hyperlink to the picture.

[ g

- Made of silicon apd glass
When you run your mouse over the T = Y
picture, you will be able to click on a
hyperlink and go to a web page. y g‘ f

'k 1*.

1. Try it: Insert a Hyperlink ¢ /
Go to Slide 3.
Click on the picture to select it. X
Go to Insert -> Links->Hyperlink. 0 A

d

Keep going...

FILE HOME INSERT DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW

= 2 Ld IR = B 12
=] | BB O & o+ = @ = 1 -’ & K|
Mew Table | Pictures Online Screenshot Photo | Shapes SmartArt Chart | Apps for | Hyperlink Action
Slide ~ = Pictures < Album - = Office~

Slides Tables Images INustrations Apps Links

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Insert Hyperlinks

Advanced Microsoft PowerPoint 2013 Page 94 of 291



=
4
3

[:]
Onyg

Hyperlink Options
This hyperlink will go to the Corning
Museum of Glass.

There are three places you need to edit
in this hyperlink: Link to, Address and
Screen Tips.

2. Link To a Web Page
Select: Existing File or Web Page.

3. Type the Address
http://www.cmog.org

4. Enter the Screen Tip
Type the following: Click here to go to
the Corning Museum of Glass website

Click OK and keep going, please...

Insert ->Links->Hyperlink

2

era

H% 07

B e o oo

Tabde

e

el Eei

R Vel iy
Tima Pdrwidoge

Link to:

. | Existing File
of Web Page

I Place in This
Document

Create New
Document

&l

E-mail
Address

Text to display: | < <5election in Document= >

B e

Look in: | My Documents el
, Amazon Downloader Logs A
E:l—::lggt , Custorn Office Templates
My Data Sources
B ; , OneMote Notebooks
Erowse
Pages [Z] 1Logo
@Y 4 Fall Tale
- . M| Advanced Word Necessary Computer Skills
ecen )
Files Izl ArmericanFlag
(5 Beginning Custom Styles A
Address: http:fhwm.cmng.nrﬂ W

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Insert Hyperlinks
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One Slideshow->Start Slideshow-> from Current Slide

Show Time: Test the Hyperlink
In the previous pages, we walked through the
steps to add a hyperlink to a picture. These steps
were done in Normal, or Design view. The
hyperlink can be tested when you Start the Slide

=
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3

Show and try the link "live" during the show. Made of silicon and g|ass
5. Try it: Start the Slide Show | 8

Go to Slideshow->Start Slideshow. | o
Click on from Current Slide. : j{_‘f-

§
iy

Keep going...!

FILE HOME INSERT DESIGN TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW !

- = . = _
L'\_- / I?_[J Il"E'" EEF EEEI' i{ @. .I_‘_,-' | Play Marrations

- ) ] ¥ Use Timings
From From Present Custom Slide SetUp  Hide | Rehearse Record Slide

Beginning Current Slide ' Online~  Show -~ Slide Show Slide ' Timings  Show~
Start Slide Show 5et Up

M

+| Show Media Controls

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Start From Current Slide
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Slideshow->Start Slideshow from Current Slide

Test the Hyperlink
What Do You See? A PowerPoint Slide

Show does not include all of the Ribbons HH
and Tools you played with when you Made Df Slll‘CC)n and glaSS

designed the slides.
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6. Try it: Test the Hyperlink

Run your cursor over the image that has a
Hyperlink. You should see a screen tip that
says: Click here to go to the Corning Glass
Museum website.

Click the Hyperlink. The Corning Museum
of Glass home page should open in your
web browser.

Try This, Too: Exit the Slide Show
Right Click the presentation.

Click on End Show.

The Slide Show will close.
PowerPoint should still be open.

Callecrioe

Glastmaking  Reteanch  Propeams  Getlwolved  Shep

Do This: Close the Internet Browser.
Click the X to Exit from the Internet.

OK, hyperlinks are good.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Start From Current Slide
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One Home-> Drawing-> Arrange-> Send to Back

:’ Back to the Drawing Board! (W =« = e s s o o T T
Arrange the Graphics " rrmarins I ] o O G

Here is something you should proof in your
presentation: look at how the pictures overlap.
You may need to Arrange the images and
send one to the back. In the example on this
page, the picture of the planet Jupiter was
covering up part of the space shuttle Atlantis.

7. Try it: Arrange the Graphics
Go to Slide 6.

Select the picture of the planet.

Go to Home-> Drawing-> Arrange.
Click on Send to Back.

What Do You See? The picture of the planet
was moved to the Back, it is behind the picture
of the space shuttle.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Arrange)
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Arrange the Graphic Position
You can also edit the Position of a graphic, picture, or
shape with the Arrange options.

8. Try it: Arrange the Position

Still on Slide 6.

The picture of the planet is selected.

Go to Home-> Drawing-> Arrange->Align.
Click on Align Left.

What Do You See? The picture of the planet was
moved to the left side of the slide.

What Else Do You See? The Arrange options include
the following:

Order Objects (Front, Back, Forward, Backward)
Group Objects (Group, Ungroup, Regroup)

Position Objects (Align, Rotate, Select)

Home-> Drawing-> Arrange-> Align

FEHS 0F

4
T

i

F
—
e .

2 »

Bk ok noles

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Arrange)

Fra

It's me and my machine [l
- : . L]
Arrange Cuick
Order Objects
79, Bring to Front

% Send to Back

O Send Backward

Group Objects

Position Objects
& Align

“k FRotate

5[‘3 Selection Pane...

T ape Fill -
|, ) 7 Shape Fill
* -
~4&7 [ # Shape Outline -
+  Styles~ L# Shape Effects ~

Advanced Microsoft PowerPoint 2013 Page 99 of 291
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o;:‘ Design ->Customize->Format Background->Hide the Background Graphics

B bas et T LA - o

RO R VW

Hide the Background Graphic
Sometimes the graphics on the Slide Master compete
with the pictures on a slide. You can use the Design
tools to Hide the Background Graphics.
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9. Try it: Hide the Background Graphics

Go to Slide 2.

Go to Design ->Customize->Format Background.
A task pane, Format Background, should open.
Click on: Hide the Background Graphics.

What Do You See? All of the Background Images
that were added in the Master View have been hidden
(not deleted) on this slide, only.

Do This, As Well: Save Your Presentation Format Bac |<9 round

Go to File->Save.

Save. Save. Save. I {»

4 FILL

* Solid fill
Gradient fill
Picture or texture fill
Pattern fill

~'| Hide background graphics
Exam 77-422: Microsoft PowerPoint 2013

2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides 2.1.5 Modify Slide Backgrounds
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Ta
oﬂ:" View ->Presentation Views-> Slide Sorter
FEH%s T Bagk boa B LA - Psgeiiory ¥ w A =
VieWS: Sllde Sorter [ T ..,.m. MAGTON.  adAnCE w::: m..;r“ =S (—— 1
The Slide Sorter shows little thumbnail o D o i Sy B b e B e A = S| e e
images of your slides. It is a visual outline i o e e e Bam | e weare s =

and a great way to organize your thoughts.

The Slide Sorter is also the best place to Fieach for the Stars

add Transitions to your slides.

1. Try it: View the Slide Sorter
Go to View ->Presentation Views.
Click on Slide Sorter.

What Do You See? The slides are shown

as miniatures in rows.

Keep going, please...

EREENESNEINEE

Mormal Outline Slide Motes Reading | Slide Handout Motes
View Sorter Page View Master Master Master

Presentation Views Master Views

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.3 Customize Presentation Options and Views: Use Views to Navigate Through Presentations
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Add a Slide Transition

Transitions animate how one slide leads into the
next. Without a Transition, the segue can be
abrupt and distracting. Let's investigate the
Transitions Ribbon.

2. Try it: Add a Transition to This Slide
Select Slide 2.

Go to the Transitions Ribbon.

Go to Transition to This Slide->Wipe.

What Do You See? The Transition should play,
giving you a little preview.

What Else Do You See? This Group is specially
called "Transition to This Slide." That means the
Transition will be applied to the slide that you
select. You can have a different Transition for
each slide if you wish.

Keep going...

Preview

Preview

Transitions ->Transition to This Slide->Wipe

o073 Pk boa et Taan LA - P

O e o oo

Frrwa

Raach for the Slars

L _ 4 & [1E

INSERT DESIGM TRAMNSITIONS AMNIMATIONS SLIDE SHOW REVIEW
u =
Cut Fade Push Wipe Split Rewveal

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Insert Transitions between Slides
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Edit the Transition Effect

Each Transition may have several Effect
Options that you can edit. For example, the
Wipe Transition can begin from the top,
bottom, right, left or any corner.

3. Try it: Edit the Transition Effect
Slide 2 is selected.

The Transitions Ribbon is available.
Go to Transition to This Slide.

Go to Effect Options->From Left.

What Do You See? The Transition should
play the preview. In this example, the
Transition would begin the Wipe from the left
side of the slide.

Keep going...

Transitions ->Transition to This Slide->Effect Options

PBagh boa Pt Tasen LN - PPy POW & H

FEH % O
B s oo s wcron | ausanes ueikew  Hem e p—
[ | 3 - +1 oTa :

Reach for the Slars

4%, Sound: |[No Sound)]

) Duration: 01.00
Effect =
Options ~ 3 Apply To All

From Right
From Top s of cod

From Left

From Bottom

MREN

From Top-Right

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects
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More Transition Options

4. Try it: Review the Transitions
Slide 2 is still selected.

The Transitions Ribbon should be available.
Go to Transition to This Slide->More.

What Do You See? PowerPoint has a rich library
of Transitions. The categories include:

Subtle
Exciting
Dynamic Content

Try This, Too: Pick an Exciting Transition

Select: Zoom.

The Slide Sorter should play the Transition.
Go to Transitions->Preview to see it again.

Keep going...this is getting good.

Transitions ->Transition to This Slide->More

EEH S 0% Basch boe T LAM - Pantionn

B e s o | twncon | o Robow s v
o

Pl ] & = +] v " ([ o N

LR

a

=
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EE:

(o]
=
[T=]
[
=]
=
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&
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W

Switch

Dynamic Content

2
¢

Pan Ferris Wheel

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects
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T
o;:" Transitions ->Timing->Sound

(- = o " - - A W
Add Sound to a Transition =% ==~ e

5. Try it: Add Sound to a Transition e
Slide 2 is still selected. e
Go to Transitions->Timing->Sound.
Select a Sound: Camera.

Raeach for the Slars
Try This, Too: Preview the Sound
Go to Transitions->Preview.

What Do You Hear? You should hear the
"Camera" Sound as the Transition plays.

. E ]

4, Sound: Camera * | Advance Slide

What If It Doesn't Work? Please look for ' (® Duratior [No Sound] = Click
simple answers, first. Does your computer — Stop Previous S I . -
have speakers? Are the speakers turned on? L3 Apply T [‘ op Previous Sound] :00.00 |
Is the sound muted? Applause

Arrow
Keep going... Eomb

Breeze

Camera

Cash Register
Chime

Click

Coin

Drum Roll

Explosicon

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects (Sound)
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One Transitions ->Timing->Duration
BE s 0 T —— %
Modify the Duratlon _-—. -:.: -f,.r. H,;.:E: : b .-.mta-.. ,..:T:I-M -5. 'rm— - — T — s ot - )
Each Transition has a Duration. It is shown in === ~ e = R e =
seconds. The shorter the time, the faster the == e 1 o e L 6

Transition plays.

6. Try it: MOdIfy the Duration Reach for the Sars
Slide 2 is selected.

Go to Transitions->Timing->Duration.
Select a Duration: 2.00.

What Do You See? The Durations begin at
0.01 second, and increments in tenths of a
second as you click the arrows.

Try This, Too: Preview the Duration

Go to Transitions->Preview. 4, Sound: Camera ~ | | Advance Slide
. 5 Duration: o200 I || |v] On Mouse Click
Keep going... Effect -
Options - | =3 Apply To Al After: |00:00.00
Timing

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects (Duration)
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Timing is Everything...

7. Try it: Review the Advance Options

By default, PowerPoint will Advance, or go to the
next slide when the presenter clicks any key on
the keyboard or mouse. This option is called On
Mouse Click.

The slides advance at the presenter's
discretion. This option allows the presenter to say
all of the information that goes with this slide. The
presenter can go faster or slower, depending on
the time allocated for her show.

Keep going...

Transitions ->Timing->Advance Slide->On Mouse Click

BEH %07 B bas 1 Tas LA - Prpsario

Bl = o oo .
K B = B

£

AMMATENA WO HOW e VW el . |

E 0 O @3 = X =X

.
- '
L Ot -~ | T3 Ay T M | B 7

Advance Slide
21 [+ On Mouse Click
After: |00:00.00 >

[

Reach for the Stars

4, Sound: Camera -

02.00

' Duration:
C3 Apply To All

Timing

7 L]

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects (Advance Slide Manually)
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T
o;:‘ Transitions ->Timing->Advance Slide->After

s 0% e — r ®
Advance Automatically NI (S e D o

] foe] C I — -
You can use the Transitions Timing to set up a 'L. ~ = E - — 5 B | ey Tad At 200
show that advances automatically. You could use === s e — |
-

this approach for a trade show or a kiosk.

8

8. Try it: Advance Automatically feach fof the Stars

Slide 2 is selected. 4, Sound: Camera - || Advance Slide

Go to Transitions->Timing. _ -

Select Advance Slide After: 3.00. (5 Duration: 02.00 - On Mouse Click
T3 Apply To All | After: |00:03.00

What Do You See? When you Preview the slide,
the Transition will show the Wipe Effect for 2
seconds and then advance to the next slide after
another second.

What Else Do You See? The Slide Sorter shows

a star (for Transition) and the timing (00:03
seconds) for the Transition.

Way cool.

2 4 00:03

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects (Advance Slide Automatically)
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One Transitions ->Timing->Apply to All
BEH % O Basch bis s T LA - Pty P X a n
All for One and One for All ? e B e R | 9y ok [Core o

m = & =

This Transition was applied to Slide 2. You can
quickly make the rest of the slides match.

j

9. Try it: Apply to All

Slide 2 is still selected. feeach fof the Stars
Go to Transitions->Timing. 4, Sound: | Camera || Advance Slide
Click on Apply to All. "

5 Duration: 02.00 - On Mouse Click
What Do You See? All of the slides in the Slide = . -
Sorter should have an animation star and the C3 Apply To Al vl After |00:03.00 .

timing for the Transition.

Save, Save, Save.

3 # 00:03

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Modify Transition Effects (Apply to All)
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o;:‘ Slide Show ->Start Slide Show ->From Beginning

:1 Ready to Launch B e e o T g
Try it: Start the Slide Show ot | e e et (2

Go to Slide Show ->Start Slide Show. ' Ry b
Click on From Beginning.

What Do You See? The presentation should feeach for the Stars
advance automatically every three seconds.

Question: Will the slides advance On Click if you
click the mouse?

Another Question: Did you get tired of the
"camera" sound after the third or fourth slide?

Memo to Self: If you're lucky enough to have two
monitors, PowerPoint will open the Slide Show on
the second monitor, leaving PowerPoint open on
the first. This is called Presenter View.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Start from Beginning
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Ong End of slide show, click to exit.

5 End the Slide Show _ _f:l. -fT-I ..._,l,. .Wf;..,. | S ! = L v..t —r— —
Say the presentation advances to the last e e el Sl [

slide. What happens then? The screen will St e e
fade to black and the following text should
appear: End of slide show, click to exit.

Reach for the Stars

Try it: End the Slide Show
Click on the black screen.

What Do You See? The presentation window
will close. The Slide Sorter will still be open.

Memo to Self: You can Right Click-Exit to
close a presentation at any time.

End of slide show, click to exit.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Start from Beginning
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We created a Master Slide and used the
Drawing Tools to resize, format and position
the graphics. Reach for the Stars

This lesson offered a good introduction to
Transitions. Transitions included Effects,
Effect Options and Timing.

Allez, Allez in free.
You done good. You get the cookie.

4, Sound: | Camera * || Advance Slide
5 Duration: 0200 o On Mouse Click
C3 Apply To All | After: |00:03.00

Timing
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Practice Activity

Lesson 3: Working with Transitions
Before You Begin: Start Microsoft PowerPoint.

Try This: Do the following steps.

1. Open a new, blank presentation.

2. Go to the Slide Master.

3. Format the background to be Style 9.

4. Format the text in the title box to be Word Art Style Gradient Fill-
Black, Outline-White, Outer Shadow. Format the text outline to be
Dashes: Square Dot.

5. Insert Shape: Cloud. Move the cloud to be on the right side of the
slide, just under the title text.

6. If not already done by default, format the cloud with a blue fill and a
darker blue outline.

7. Resize the cloud to be 1” by 1.5”

8. Apply the Effect: Shadow, Perspective Below.

9. Add the following text to the center footer box: Rainy Day Savings
Company. Format the text as bold and blue.

10. In the left footer box, add the date and time and set it to update
automatically.

11. Close the Master Slide View.

12. Add 4 new slides. Add the following slide titles:

Setting Financial Goals

Creating a Budget

Tracking Spending

Ways to Save

13. Add a picture to each slide related to saving money. Apply Picture Styles or
other effects of your choice.

14. On Slide 2, add a second picture—find an umbrella in Clip Art. Move the
pictures so that both pictures overlap. Put the umbrella layered behind your other
picture.

15. On Slide 4, add a hyperlink to www.mint.com.

16. Go to the Slide Sorter.

17. On the Title Slide, add the Transition: Blinds. Change the effect option to be
horizontal. Set the slide to advance automatically after 00.05.00.

18. On Slide 2, add the Transition: Flash. Add the sound Camera.

19. On Slide 3, add the Transition: Honeycomb. Change the Duration to be 5.50.
20. Save this file as Advanced PowerPoint Practice 3.
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Test Yourself

1. An object on the Slide Master is on
which slides?

a. Some slides

b. Selected slides

c. Only content slides

d. All the slides

Tip: Advanced PowerPoint, 78

2. When the Slide Master Ribbon is visible,
where is it located?

a. At the far left of all the Ribbons

b. At the far right of all the Ribbons

c. Between the File and Home Ribbons
Tip: Advanced PowerPoint, page 79

3. What Ribbon has the command to add
Shapes?

a. Home

b. Insert

c. Tools

d. Format

Tip: Advanced PowerPoint, page 83

4. Which of the following are true about
Date and Time?

(Select all correct answers)

a. Command found on the Insert Ribbon
b. Can be set to automatically update
Tip: Advanced PowerPoint, page 87

5. Which of the following are true about
Footers?

(Select all correct answers.)

a. The command is on the Insert Ribbon
b. Can be added to all slides

c. Can be added to just the selected slide
Tip: Advanced PowerPoint, page 89

6. Which of the following is true about
Adjusting a picture?

(Select all correct answers.)

a. Increase Brightness bathes the image in
light and washes out the color

b. Increase Contrast makes black darker
and white brighter

c. Decrease Contrast makes the pictures
fade to gray

Tip: Advanced PowerPoint, page 93

7. Which of the following are true about adding
Hyperlinks?

(Select all correct answers.)

a. A hyperlink can be added to a picture

b. Hyperlinks connect to web pages

c. You can add a hyperlink to a PowerPoint
presentation

Tip: Advanced PowerPoint, page 95

8. To test a hyperlink you need to start the
Slide Show.

a. True

b. False

Tip: Advanced PowerPoint, page 96

9. Which of the following are Picture Tools->
Arrange options? (Select all correct answers.)
a. Order Objects

b. Group Objects

c. Position Objects

Tip: Advanced PowerPoint, page 99

10. Which is true about adding Transitions?
(Select all correct answers.)

a. Only applied to the selected slide

b. Use Transitions-> Timing-> Apply to all to
add Transitions to all slides

Tip: Advanced PowerPoint, page 106
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PowerPoint 2013: Transitions and Animations

Talre

Two Top Ten Reasons to Hire Me

Advanced PowerPoint Objectives gumm . v v wn e wmiie e T il
In this lesson, you will learn how to: * . 2tk & g [ | S DRSS e | i

1. Use the Animations Ribbon to create an — —— | e == .
Entrance and and Exit. i :

2. Edit the Animation Effect and change the s

direction of the animation. fﬁ_ ? : - N € ' et
3. Change the timing and start options. 1-_-_! ‘“P TE“ Bus““s Tn[ !
4. Create a Motion Path! _!.-! “I“[ “

5. Animate text and edit the text options. . P I THE COMPUTER MAMA

Animation Pane

.|
6+ -

4 '|* aihnimation Pane P Start | After Previous ~ :

ﬁ‘ ot Trigger - O Duration: .

i - - #*% Animation Painter | (@ Delay: 00.00 z
©2013 Comma Productions, LLC Animation ~ ¥ — -l
Advanced Animation Timing
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| ,,::kn Lesson 4 : Animations
(-]
Animation Ribbon

1. Readings
Read Lesson 4?n the Advanced Excel ﬁ.} * * * k * w
[ (1]

guide, page 115-142. )
Preview Mone Multiple Appear Fade Fly In Float In

-

=
4
3

Project Previ Animati
A slide show that uses Animation and review 1_] nimatian l] i] i]
Custom Animation.

Animation Ribbon

_Il_DOV_I\_InlcR)adS o e e 2013 * ll* 7 Animation Pane b Start: | After Previous - || Reorder Animation

op Ten Reasons to Hire Me
COMPLETE .pptx p— oo Trigger - @ Duration: |02.00 > 1| & Move Earlier
Baseball1.jpeg, Baseball3.jpeg, = R : =

Basketball2.ipeq, Basketball3.qif, Options = | Animation = #% Animation Painter | & Delay: 00.00 - || ™ Maove Later

Football3.qgif, Football4.qif, Football5.qif, Advanced Animation Timing
Gymnastics1.jpeg, Gymnastics2.jpg, i] 1] i] i] E]
Hockey2.jpeg, HockeyPuck?2.qif,

Swimming?2.jpeg, Track2.jpeg, Menu Maps
Volleyball2.jpeg, volleyball3.gif, From the Animation Ribbon.
Wrestling1..jpg 1. Animations ->Animation->Fly In, page 123
The Boy Who Cried Wolf.pptx 2. Animations ->Animation-> Effects Options, page 124
3. Animations ->Advanced Animation->Add Animation, page 125
2. Practice 4. An!mat!ons ->AFivgnced Animation-> Animation Pane, page 126 ,,-
Do the Practice Activity on page 145. 5. Animations ->Timing->Start, page 127 -
6. Animations ->Timing->Duration, page 128
7. Animations ->Animation ->More, page 130
3. Assessment 8. Animations ->Animation->Motion Paths, page 134
Review the Test questions on page 146. 9. Animations ->Animation-> Underline, page 139
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Animation!

Animation is the heart and soul of PowerPoint. Animation keeps your audience interested and focused on your key points. Animation
Effects can be applied to pictures or text. A picture can have more than one Animation. For example, a baseball can fly in (Entrance) and

fly out (Exit). The Animation can include sound as well. This lesson is fun, creative and playful. There are a lot of sample files that you
can use if you wish.

Start PowerPoint 2013. When you start PowerPoint you will be prompted to choose a template. Select a new, Blank Presentation.

a =

PowerPoint S e - =T

lake a @ MAIN EVENT
tour I e |

s Welamm b

M et

‘:l': SANVOH L':{! mn T?PE
tharararat

Weoed T

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Create Blank Presentations
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Before You Begin
This lesson introduces Animations. The

Home ->Slide->New Slide

FH%

Femermin’ - Bpesfor

B - s oo Hwenon  meanos  Meisew  Hwe e

N G S
Copy = 1
W Pl Pt gy PR

Animations Ribbon includes Animation, Dot % ki Fres
Advanced Animation and Timing. We will !

animate pictures and text.

Click to add title

1. Try it: Create a New Presentation

Open PowerPoint. You should see a new,
blank presentation.

Go to Home ->Slides->New Slide
Please add 10 new slides for a total of 11.

Keep going...

Memo to Self: You do not have to MATCH the

= Click to add text

FILE HOME INSERT

Paste Mew

images and special effects shown on these

pages.

Please add your own pictures if you wish. It is

more important that you begin with something
and try the options that are available

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides: Add Slides

- ¥ Format Painter Slide -

Clipboard P
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Home ->Slide->New Slide

FHS e Pesssaran . Pompelpns r x a x
Enter the Titles T s o
2. Try This: Add Text to the Titles = o B 22w gl [ o B[40 ST ol e e -
Counting down the top ten reasons, please S - [ o e | i 2
enter the following titles.

: . 1. We complete the team!
Slide 1, type: Top Ten Reasons to Hire Me

Slide 2, type:10.Football
Slide 3, type: 9. Track
Slide 4, type: 8. Hockey
Slide 5, type: 7. Baseball '
Slide 6, type: 6. Wrestling

Slide 7, type: 5. Swimming

Slide 8, type: 4. Volleyball x
Slide 9, type: 3. Gymnastics

Slide 10, type: 2. Basketball

Slide 11, type: 1. We complete the team!

. * Click to add text

Keep going... ‘ TTE | T

* Click to add text

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text
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Design: Themes

The Theme sets the tone of the presentation. e | em —-]

Design ->Themes

F kS A Frneramia! - Fuearton

.- -—h—l.—l.ﬂ!

Some themes are dark and serious. Others have _ i

primary colors and look very playful.

3. Try it: Apply a Theme
Go to Design ->Themes.
Select: Main Event.

Do This: Save the Presentation
Go to File->Save.
Browse to your Documents folder.

Type the name: Top Ten Reasons to Hire Me.

Click Save.

Keep going...

OP TEN REASONS TO
B HIRE ME

CLICK TO ADD SUBTITLE

FILE HOME

IMSERT DESIGN

TRAMNSITIONS

Aa

Themes

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides: Apply Styles to Slides
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Insert ->lllustrations->Picture

BE s 0 F. Posnsonaion . Pl o tud b bW & %
Insert the Sports Pictures T e e e
Every picture tells a story. Pictures motivate o o G e Do e 22 (] 2 ) et fnad ;2 ramiun | e '
your audience and focus on the message you
are trying to convey. Please add one or two

pictures to each slide.

4. Try it: Insert Pictures
Begin on Slide 2.
Go to Insert ->lllustrations->Picture.

You will be prompted to Browse for the
pictures. This computer course offers many
sample graphics online. You can also use your
own pictures if you wish.

Add pictures to each slide.

Try This, Too: Format the Pictures
Select a picture on Slide 2.

Go to Picture Tools->Format.
Choose a Picture Style.

Format all of the pictures with the same ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Picture Style. L7 pi Bord
| = L Ficture Border
Keep going... | | sl ol | ol ol el EI - | & Picture Effects -
M E‘.‘:. Picture Layout ~
Picture Styles Ta

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Apply Styles
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Insert ->lllustrations->Picture

EEH% T Futtetatan ] - Fomtilgmt o]

Add Something to Animate = v o me e P T B TS By T =T .

Fabds Wamueyy Drdre Moeesfed Prate  Poagen brasbd T Sgpebs Hypebed Lioe Cpeeesd  Gof sk Workld et & Wby Chpred Byasion Wern, doeten
- - oy

[ M T Te— [y - - . 5

This presentation uses a sports metaphor to —

promote the message. Think about sports.
There's always something "moving on the
screen" when you are watching it.

s
et L
E

Let's start with a flying football.

5. Try it: Insert a Picture

Slide 2 is still selected.

Go to Insert ->lllustrations.

Click on Picture.

Browse to your Documents folder and select
the football image.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Resize Images
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Hello, Animations

6. Try it: Add an Animation

The football on Slide 2 is selected.
Go to Animations ->Animation.
Select: Fly In.

What Do You See, Now? By default the
picture probably flies up from the bottom, and
that just isn't the right direction for a football, is

it?

Keep going...

Memo to Self: You can click on Preview to

play the animation again.

FILE HOME
*g;;. ) ¢

Preview

-

Mone

Preview

Animations ->Animation->Fly In

BHS &%, AR - "R R
Bl s o onen  Tamon | seuion | woibew  mdm vw e
+
* * * r ;13 W " i H + ol L
Preuarm - e Ve s - - o R
- o ety

IMNSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE SHOW
SIS~ SR G | ¢
Appear Fade Fly In Float In Split
Animation

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Shapes
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Animations ->Animation-> Effect Options

BE % o T T ]
Edit the Effect Options T .-:: srdRl owles -lu.lnm manicer | ROEHOW  EvE W
Each animation Effect has options. For —l X X XX r x X
example, you can change the direction of the neesn _ et

animation. A football should fly in from the top, ' wemn

not rise from the bottom.

7. Try it: Edit the Effect Options

The football on Slide 2 has the Fly In

animation effect. It is selected.
Go to Animations ->Animation.

Go to Effect Options->From Top-Right.

What Do You See? The football begins in the
top right corner and stops where you placed it .

on the slide.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Modify Animation Options
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More than one Animation

An object can have an entrance and an exit.

Before You Begin: Add a Picture

Go to Slide 5: Baseball

Go to Insert->lllustrations->Picture.

Browse to your Documents folder and select the
baseball picture.

Place the baseball by the batter.

8. Try This: Add an Entrance
Select the baseball.

Go to Animations ->Animation.
Select: Fly In.

Go to Animations->Animation.

Go to Effect Options->From Right.

Try This, Too: Add an Exit

Select the baseball again.

Go to Animations ->Advanced Animation.
Go to Add Animation->Fly Out.

Go to Animations->Animation.

Go to Effect Options->To Top Right.

Preview the animation. Save, Save, Save

Animations ->Advanced Animation->Add Animation

EEH S 0 F
[
L r % T » *,‘.r

Frrura R Feiuall Fa

TR P T———

TR RO oW R VW

[ L

Add
Animation =

T
p+d
Zoom

Emphasis

Pulse

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Shapes
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Trigger -

Animation Painter

¥*
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=
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'I* 7 Animation Pane P Start | On Click

© Duration: | 00.50
B Delay: 00.00
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Animations ->Advanced Animation-> Animation Pane

B EHS 0F Top Tom Bagsann 1y wisy by LA - Fomsspas O 4 =

B o s oo aamon | auarcn | neemew s vew P

Show the Animation Pane s e A W M e
The Animation Pane lets you work with multiple ™= S G [ teata e e e | e o el
animations. Each animation is listed in order on — .
the play list. There is a simple timeline that tracks =~ '~ wes=z]
the play.

‘o |
1. Try it: Show the Animation Pane Soir—

Go to Animations ->Advanced Animation. !

® |
Go on Animation Pane. ..!._¢

What Do You See? The Animation Pane should _}L_f
be available on the right side.

What can we do with this, we wonders.... E
" [‘5 ‘
'I* M Animation Pane P Start: | On Click = || Reorder Animation
A Trigger ~ ¥ Duration: |00.50 .| & Move Earlier
Animation ~ Animation Painter | 3 Delay: 0000 o Maove Later
Advanced Animation Timing .
Animation Pane % ¥ &

Exam 77-422: Microsoft PowerPoint 2013

[+ Play From -

19 Picture @ O

29 Picture ] -
4.0 Apply Transitions and Animations

4.3 Set Timing for Transitions and Animations: Demonstrate How to Use the Animation Pane
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Animations ->Timing->Start

BEEH%S 0% P Tom Bagna b ko by LA - Pospolipens W A x
Set the Start Options '*- ": '""*‘““ "’"“;r ﬁ ::‘"’ = “; A I a
By default, PowerPoint animations and P s dgge - S 4 - ey |

transitions begin when you click the

mouse or any key on the keyboard: On
Click. You can make the animation start

automatically. Here are the steps.

2. Try it: Set the Start Options
The baseball on Slide 5 is selected.
The Animation Pane is visible.

The first animation, an Entrance, is
selected in the Animation Pane.

Go to Animations ->Timing->Start.
Select: After Previous.

What Do You See? Both animations
should start After Previous.

Preview the animations.

Not bad. Keep going...

- e Lt
Animation Fane = *® 2

bk Parar i a
A P i

P Start: |After Previous = | Reorder Animation

® Durati On Click
(] Delay: With Previous

'l* M Animation Pane

Trigger - Mowve Earlier

Add

Animation - * Move Later

Animation Painter

Advanced Animation After Prew:::!_.l.s:.

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.3 Set Timing for Transitions and Animations: Configure Start and Finish Options
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Set the Timing
There are two Timing options you can edit:
Duration and Delay.

The Duration is the time it takes to play the
animation. The shorter the Duration, the faster
the animation is played.

The Delay is the amount of time between the
animations. In this example, there is no Delay
(0 seconds) between when the ball flies in and
when it flies out.

3. Try it: Set the Timing

The baseball on Slide 5 is selected.

The Animation Pane is visible.

Click on the first animation.

Go to Animations ->Timing->Duration.
Select: .25

Preview the animation.

Keep going...

Animations ->Timing->Duration

e S &% o T Baams b i ks A - Pt
B s e oo esemen | susaicn | uorsow  mem v

* * o r i 1 1 * & € 1-.. -
Frroara R P Tl g - = s i Bl i

. ki | ks
s r— . e Animalien

g po—

s
p— 1. BASEBALL
ol . | -

P Start | After Previous -

(5 Duration: |00.25 -
B Delay: 00.00
Timing

Y

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.3 Set Timing for Transitions and Animations: Modify Duration of Effects
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Animations ->Advanced Animation

BE % O0F. LT TR TP WY T P S—— .

Add Sound to an Effect e o Tl e

: i t n 2% * ﬁ r ”w +* ﬁ' . A ‘:*- r— Sl DR | 8 Ml

You can use the Animation Pane to selectan =~ =~ St | Byl temtu ot me e W aw TT Fhompll- o ettt

animation and edit the Sound. - - | — - 4
. ...-—_7_1 - ‘ I B Animation Fane =™

4. Try it: Add Sound to an Animation i , "::, i .

The baseball on Slide 5 is selected. = - | 1 “SE"'“ et | g B sneme ©

The Animation Pane is visible. - x

Double Click the second animation. 1 ,-! |

Effect | Timing |

What Do You See? The Effect editor should
open. There are two tabs: Effect and Timing.

Go to the Effect Tab. Settings
EﬁgktIBeKS.ound: Applause Direction: |T° Top-Right

Smooth start: D
Preview your effect.
And the Crowd Goes Wild. - Smooth end: [

Keep going... Enhancements

Sound: |Applause

After animatiaon: | Don't Dim

Animate text |

|:| % delay bebween letters

Ok

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Modify Animation Options (Add Sound)
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Animations ->Animation ->More

BE %S0T L L L Ly ——— T b L s N
More Entrance Effects Ity L - s
The Animation Library has Entrance, — o . =
Emphasis and Exit Effects. Of course, you can = ==_ g s tan - 5
always find More...

Before You Begin: Add a Picture (._j

Go to Slide 8: Volleyball J

Go to Insert->lllustrations->Picture. ool

Browse to your Documents folder and select j

the volleyball picture. E e
-

Place the volleyball on the bottom right.

5. Try This: Find More Entrance Effects
Select the volleyball.
Go to Animations ->Animation->More.

You should see the Animation Library.
Click on More Entrance Effects.

Keep going... F * ’ﬁ % *f

Random Bars  Shrink & Tu... Zoom Swivel Bu:uun.ce
W More Entrance Effects...
More Emphasis Effects...
% More Exit Effects...
% More Motion Paths...

Show More Entrance Effects (Animation)

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Modify Animation Options (More Effects)
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Animations ->Animation ->More-> More Entrance Effects

R TR I o —— TP —

:} Exciting Entrance Effects R x x o o e k| B T
The Entrance Effects are arranged by category: o [ et oy - e S =
Basic, Subtle, Moderate and Exciting. o -

&

6. Try it: Choose an Exciting Entrance
The volleyball on Slide 8 is still selected.
Go to Exciting->Bounce.

Click OK.

-

PEFEF

~

Try This, Too: Modify the Timing
Go to Animations-> Timing.
Edit the Start: After Previous.

-

Preview the animation. The volleyball will appear
on the left and bounce to where you placed it on

S

k

the slide.
. ~— | B¢l [ting
Keep going... m < Basic Swivel ¥ Boomerang
W Bounce W Credits
w Curve Up
% Float
W Pinwheel W Spiral In

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Modify Animation Options (More Entrance Effects)
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More Exit Effects

Before You Begin: Add another picture
Go to Slide 4: Hockey

Go to Insert->lllustrations->Picture.
Browse to your Documents folder and select
the picture of a hockey puck.

Place the puck in the center of the slide.

7. Try This: Find More Exit Effects
Select the puck.

Go to Animations ->Animation->More.
Click on More Exit Effects.

Go to Exciting->Spiral Out.

Click OK.

Try This, Too: Modify the Timing
Go to Animations-> Timing.
Edit the Start: After Previous.

Preview the animation. The puck will begin
where you placed it, then spiral out.

Animations ->Animation ->More-> More Exit Effects

EHS 0F

B o cen e masnes Worteow e vew ks
* LT e— —
o o =
* Kk * W 7 X 3 *
i | R abd
= Aebealion
Povere i [
S T Oegtine T ECH)
p—
w W W A
- v
e ; .
. =

R BB e

i

L

Bxciting
W Basic Swivel W Boornerang
+ Bounce W Credits
w Curve Down
% Float
* Pinwheel % Spiral Out

Cancel

Betew e

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Modify Animation Options (More Exit Effects)
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Custom Animation

So far, so good. This lesson has shown how to
find the various animation effects in the library.
You can create your own animation effects.

Before You Begin: Add a Picture

Go to Slide 10: Basketball

Go to Insert->lllustrations->Picture.

Browse to your Documents folder and select the
basketball picture.

Place the basketball in the upper left corner of the
slide, please.

1. Try This: Apply Image Corrections

You can use the Picture Tools to select the white
background around the basketball picture and
make it transparent.

Select the basketball picture on Slide 10.

Go to Picture Tools->Adjust->Color.

Select: Set Transparent Color.

Click on the white background surrounding the
basketball picture.

Keep going...this could be interesting.

Insert->lllustrations->Picture

Y « Top T Rewwons 10 Hirm by LAN - Ppmarosry o fud ' a
| T T smamnt O l? . |
- L g . o Pt . s A T
‘g ‘= o e P e ] P peem e B e — =y [lvieghe 1o
Rl € Puaruger P barw il ol el ol ol o = Paiorn 1 - et R bmaed #
Commriory Gl Mmte - 4 P T
pnwa B 8, Pt it .

St P i e -
0 o ' . . . . ey

!- 09000000

2-'900 GO
-!- .......

#,1' More Variations

Memo to Self: The basketball
image is hidden behind the
Color menu in this screen shot.

E’: Set Transparent Color

%’ Picture Color Options...

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Adjust Color (Set Transparent)

Advanced Microsoft PowerPoint 2013 Page 133 of 291



u!"!E]

Animations ->Animation->More-> More Motion Paths

EHS 0% e E o el b
Use Motion Paths | I I scsaat
. . . wr : r w
The Animations shown on the previous pages foves | b g

have preset Effects you can select. There is L .

another set of Animations for people who like to E ',

draw outside of the lines. For example, you can : r

create a Motion Path to make the basketball !_[ "BAS

swoop through the hoop. : :
! |
2. Try it: Use Motion Paths . :
The basketball picture on Slide 10 is selected. > "!' N
Go to Animations ->Animation->More.
Select: More Motion Paths. i M
What Do You See? You will be prompted to w
select a Motion Path from the library. I

Go to Lines and Curves. e
Select: Bounce Right.

Lines Curves

Keep going...
* Arc Down

% ArcRight

& Bounce Left

(o) Curvy Left

«r Decaying Wave
/" Diagonal Up Right
F Funnel

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Add Paths to Animations
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Animations ->Animation->More Motion Paths

FES-0F o Tem Paga v vy bl LN - Pomsluar
Resize the Motion Path e T
The Motion Path can be resized so that the fomn | Tun e e Coar g R S vml

basketball goes through the hoop.

3. Try it: Resize the Motion Path ; |
Select the Motion Path. You should see handles !—:
in each corner, just like on a picture or shape. Use ’

! |

the handles to Resize the Motion Path.

What Do You See? When you preview the
animation, the basketball will follow the Motion
Path. Ok, that really was fun.

Turn the page for More.

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Resize the Motion Path Animation

Advanced Microsoft PowerPoint 2013 Page 135 of 291

armgr
I = —
Arpmation Fane
g —
|
‘ nnsmnnu S



=
4
3

Animations ->Animation->Motion Paths->Custom Path

FEH% T [T T TSI TV R S —

Draw a Custom Motion Path ? Moaa  SGINT  DERGH  TRAMGTSML | susuioe | ROIIHOW  EDAE W
The Animations shown on the previous pages have e
preset Effects you can select. There is another set of L = e

Animations for people who like to draw outside of the
lines. You can make a Custom Motion Path if you wish.

Before You Begin: Add a Picture

Go to Slide 11: We complete the team

Go to Insert->lllustrations->Picture.
Select the basketball picture, again.

Place the basketball in the upper left corner.

4. Try it: Draw a Custom Motion Path
The basketball picture is selected.

Go to Animations ->Animation.

Go to Motion Paths->Custom Path

After you select Custom Path, click on the basketball
picture. You should see a pencil following your mouse.

Draw a Motion Path from the basketball and dribble

across the bottom of Slide 11. Motion Paths

Double click the mouse to complete the Motion Path. — N

You can also click Esc on the keyboard. I . “l Ix” “\I
- R

What Do You See? When you preview the animation, Lines Arcs Turns Shapes

the basketball will follow the custom motion path.
P W Maore Entrance Effects...

More Emphasis Effects...

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Add Paths to Animations (Custom Motion Path)
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Animations ->Advanced Animation-> Add Animation->More Emphasis Effects

:} More Emphasis

The Emphasis Effects include Pulse, Color, Spin,
Teeter and Grow/Shrink.

5. Try it: Add More Emphasis

The basketball is selected on Slide 10.

Go to Animations ->Advanced Animation
Go to Add Animation.

Select: More Emphasis Effects.

What Do You See? You will be prompted to
select an Emphasis.
Go to Exciting->Blink.

Keep going...!

Moderate

Color Pulse

Teeter
Exciting
Blink B

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Add Paths to Animations (More Emphasis)
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Start After Previous

Right now, both Effects will play at the same R
time, On Click. You can use the Animation L

Ribbon to edit the Timing.

6. Try it: Set the Start Options
Go to the Animation Pane.
Select the first Effect: Picture 4.
Go to Animations ->Timing.
Edit the Start: After Previous.

Edit the Timing for the second Effect so that it

starts After Previous, too.

Animations ->Timing->Start

EH% 0 F. P Tom Baspara b oy el L - Poneliuns
B cos s ome wenen | mosicn | Meimew  Hwe e

*

‘.' * - 1 i * - Soawlmem G130

ol P sy B ey T

= e
" O BASKETBALL

What Do You See? When you preview the

— P Start: |After Previous - || Reorder Animation
animation, the basketball should follow the | p—
s i

Motion Path and then blink.

Keep going...

I —— O T T R & Move Earlier

B Delay: 00.00 Mowe Later
Animation

l Play From

07, Picture 4

’ - Picture 4

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.3 Set Timing for Transitions and Animations: Configure Start and Finish Options
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Animate the Text
Text can be animated as well. The effects
work best with bulleted lists.

Before You Begin: Make a Bulleted List
Go to Insert->Text->Text Box.

Draw a Text Box on the left side.

Enter the following:

Sample 1

Sample 2

Sample 3

Select the text.
Go to Home->Paragraph->Bullets.

7. Try it: Animate the Text

The Text Box is selected.

Go to Animations ->Animation.
Click on More and go to the Emphasis
Animation Group.

Select: Underline.

What Do You See? When you preview the

effect, the Text will be UNDERLINED, from left

to right. It may animate very quickly!

Keep going...

Animations ->Animation-> Underline

BEs 8 F Tg T Kamons i Hi M LN - Prenioien

B oos s o Mwenen | uesion | Redmew  Hwe e

Frrara

I

r & & u " N

emin

e ==
" . BASKETBALL

T 1
« Sample
+ Sample]

+*_ T4 Brrataar, Panar * Meh OeChrk Revader deamaras
Trapges Sasen @E | & Ve leie

Raal
[ —— L T
A e —— g -
Animation Fane = *®

O SR |
Fabard
18 ot 5

’BASKETBALL

sample1 |
sample2

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Text Strings
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Edit the Text Options

There are three ways you can animate the
Text Sequence:

As One Object

All at Once

By Paragraph

8. Try it: Edit the Effect Options

The bulleted list on Slide 10 is selected.
Go to Animations ->Animation.

Go to Effect Options.

Select: By Paragraph.

What Do You See? Each bulleted item in the
list has its own animation when you select By

Paragraph.

Try This, Too: Set the Start Options
Go to the Animation Pane.

Select the third Effect: Text Box.

Go to Animations ->Timing.

Edit the Start: After Previous.

Did you try the preview? Keep going...

4.2 Animate Slide Content: Apply Animations to Text Strings

Animations ->Animation ->Effect Options

BE %S 8T
|
*. k r & & K W

Frrcora

Vg T Misgucing 0 Vi ke LAM - Prprieiioer

TR Fadi

= ==
- Q BASKETBALL

4 Sampied
| p—m—
it .

.— 'l* M Animation Pane
2! Trigger -

Effect Add =

n Options ~ | Animation ~

WO HOW R VW

3 Animation Painter

(£ Ria - :
[ —— L s

| Sequence iced Animation
.=

*— Az One Object

- —

- —

*— Allat Once

+*_ "'lf-.mﬂ-ﬂ.!pf
o

e pees——

P Start: |After

(5 Duration:

B Delay:

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
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Reorder the Animation
Say you wanted to play the text animation first.
Here are the steps.

9. Try it: Reorder the Animation
The bulleted list on Slide 10 is selected.

Go to Animations ->Timing->Reorder Animation.

Click on: Move Earlier.

What Do You See? You can use the buttons to
move an animation earlier (up) or later (down) on
the play list.

Keep going...there's one more option.

Memo to Self: The Textbox animations can be
collapsed or expanded. When they are expanded,
you can edit each Text Effect (Timing, Duration,
Delay) separately.

When the group is collapsed, you can move the
entire series of TextBox effects if you wish.

Animations ->Timing ->Reorder Animation

EEs ¥ T
B s s o Tuanon | s MO oW KA v
* ¥ ! 'S & & & i & -] ‘t B e e e
Pt | Comploms L e . b ot Rt Calie | g P Tegp Benien 0N
- - - : Gpion = | Asimalinn Bitviey  DAE
P e AT S gy
- i a
| -
T 1 |
| BASKETBALL
‘ "
) 1 : Sample 1
M . - 3
= T Sempled
4
¥

P Start: |After Previous - || Reorder Animation

B © Duration: |00.50

Mowe Earlier

* Move Later

I+ Play Selected

»
W

2"m Picture 4
Picture 4

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.3 Set Timing for Transitions and Animations: Reorder Animations
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Animations ->Advanced Animation-> Animation Painter

BES- 07 Vo Tows Bistng . i ks LA - PP - 5N
Use the Animation Painter = B o x 2 x x| S B oo A
The basketball picture on Slide 10 is formatted with an =~ .. . 0 0 I I T L e e
Animation. You can use the Animation Painter to e e v e s — =
apply that effect to the ball on another slide.  pge— e

Before You Begin: Add a Picture e ] Tn
Go to Slide 1: Top Ten Reasons o | Tnp T[“ nmsn“s
Go to Insert->lllustrations->Picture. , -
Select the volleyball picture, again. | z '|* o Animation Pane
Place the volleyball in the upper left corner. i
4 l Trigger -
Fe |

Effect Add
% Animation Painter

Try it: Use the Animation Painter Options = | Animation -

= o=

Return to Slide 10 and select the basketball. . E i
i

-

1

|

M Advanced Animation

———

— | [ Start: |After Previous - || Reorder Animation

Go to Animations ->Advanced Animation.
Click on: Animation Painter.

Go to Slide 8 and click on the volleyball.

e o skl b

Mowve Earlier _
Mowve Later E
Timing P

Way Cool. -

5 Duration:

What Do You See? The Animation Painter added
both Effects to the volleyball.

4 )4k

&l ® Delay:  |00.00

Animation Pane ~ *

[+ Play Selected

0" Picture 5 1

Picture 5 [ -

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Shapes (Animation Painter)
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Summary

This lesson demonstrated many basic Animation
options. The demonstrations provided examples of
Entrance, Exit, Emphasis and Motion Paths.

The Advanced Animation tools were used to add
more than one animation to a picture, and then
manage multiple animations with the Animation
Pane. S0000000...save your presentation.

You done good. You can get two cookies.

P Tem Bagiar 1 sy by L - Posacuan
WG EW  EeE W
4* T Brratar P IR TTE R TR T

k¥ T 9 - v

. . . nakd
Mk - [ iy D Pt = S Bvey

Busts B

ey pre—— famng

TEN REASONS T0
s HIRE ME

THE COMPOTER MAMA

b Start | After Previous =

(% Duration: 0030 O
B Delay: 00.00 -

Timing

- -

. Samplel . |
. sample2
. sample3 |
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Made You Look

The Computer Mama Sez: Microsoft, like
many mega corporations, prepares
sophisticated PowerPoint presentations to
introduce new software and teach new
methods.

| had the opportunity to give the launch
presentation for Microsoft Office 2010 at
Mott Community College.

This is a sample of the animation that was
in the official slide show. Look at how
many objects are animated on just one
slide.

Someone had a lot of time on their hands,
didn't they?

Animations ->Advanced Animation-> Animation Pane

ﬂH * - B

a0 Cntimats s, Povssiotito - Prerebosnt

B s sonr  on  masmes | ssron | Meisos  swe e ;
RN RN el
“-T B | 3 = l — .'-('njl::n Pane X
W ==
- = Animation Pane B
‘ b Play From ‘ allw ‘
+ Round Same ... [] | -
¥ Rectangle 32: ... -
+ Round Same...
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Practice Activity

Lesson 4: Working with Animation

Before You Begin: Start Microsoft PowerPoint.

Try This: Do the following steps

1. Open the sample presentation: The Boy Who Cried Wolf.pptx

2. On the title slide, use the Set Transparent color tool and select the blue around the edge of the little boy image.

3. On Slide 2, select the content text (not the title slide) and apply the Dissolve Animation Effect . Set both lines of text to
appear On Click. Add the Typewriter Sound Effect to all of the text animation.

4. On Slide 3, apply the Animation Emphasis Effect Grow/ Shrink to the wolf and speech bubble.

5. On Slide 4, apply the Animation Entrance Effect Swivel to the laughing boy.

6. On Slide 5, apply the Animation Entrance Effect Fly Out. Change the Effect option so the boy flies out to the right. Also,
apply the Animation Entrance Effect Fly In. Change the Effect option so the boy flies in from the left. Reorder the animations
so the Entrance Effect is first. Set the Exit Effect to occur After Previous.

7. On Slide 6, select the red NO symbol and add the Emphasis Effect Blink from the More Emphasis effects menu. Change
the Animation Effect to Pulse.

8. On Slide 7, add a Motion Path to the wolf. Resize the Motion Path so the wolf moves onto and across the entire slide.
Change the Duration of the wolf to 4.00.

9. On Slide 8, add a Custom Motion Path to the boy.

10. On Slide 9, resize all the sheep to be 1.41” by 1.2”. On the first sheep, add the Entrance Effect Float Up. Also, add the
Exit Effect Fade. Set the Exit Effect to Start After Previous and apply a Delay to the Exit Effect of .50.

11. Use the Animation Painter on all of the sheep so they have the same animation settings.
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Test Yourself

1. Which are commands on the Animation Ribbon?
(Select all correct answers.)

a. Preview

b. Effect Options

c. Animation Pane

Tip: Advanced PowerPoint, page 123-126

2. Which is an option for animating text?
(Select all correct answers.)

a. All at once

b. As one object

c. By paragraph

Tip: Advanced PowerPoint, page 140

3. Which of the following is true about starting
animation?

(Select all correct answers.)

a. By default, animation begins on click

b. Animation can be set to begin after a previous
animation

c. Animation can start at preset times

d. Animation starts cannot be changed

Tip: Advanced PowerPoint, page 127

4. Which of the following can be animated in a
presentation? (Select all correct answers.)

a. Text

b. Pictures

Tip: Advanced PowerPoint, page 139

5. Which of the following is true about Animations?
(Select all correct answers.)

a. Sound can be added to an animation

b. Only one animation can be applied to an object
¢. A motion path can be re-sized

d. Animation can be added to either the entrance or
exit path, but not both

Tip: Advanced PowerPoint, page 129, 139
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PowerPoint 2013: Transitions and Animations

LT Videos and Multimedia

Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Video Play Ribbon to adjust the

playback options.

2. Trim a video and edit the Fade in and out.
3. Apply a Style to a video or audio content.
4. Use the Video Format Ribbon to size and

arrange the multimedia content.

© 2013 Comma Productions, LLC

i\ [ Start: |On Click
'II Play Full Screen

Volume
. Hide While Nat Playing

. | [ | Loop until Stopped

Rewind after Playing

Video Options

Advanced Microsoft PowerPoint 2013 Page 147 of 291
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%4 Lesson 5 : Videos and Multimedia

-]
Video Tools->Format Ribbon

1. Readings
Read Lesson 5 in the Advanced PowerPoint ’

guide, page 147-178. Play | Corrections Color Poster Reset

Project e *  Frame~ Design -
An animated presentation that includes REXIE lJ iJ EJ LB lJ EJ
embedded videos. Video Tools->Playback Ribbon
Downloads ’ [og WF | Fade Duration
The Pere Marquette COMPLETE.pptx + E [4] Fade In: |01.00
ToyTrain1.gif, ToyTrain2.qif, Train1,qif, | Flay Add Remove | Trim
Train2.gif, Train3.gif, Train4.qif, Bookmark Bookmark | Video [ ] Fade Out: |01.00
Train5.gif Preview | 4 | Bookmarks 2 Editing 3
Polar Express Owosso, Ml.mp4 —J _J _J
Using Swiffer.wmv Menu Maps

From the Insert Ribbon
2. Practice 1. Insert->Media->Video->Video from my PC, page 157

Complete the Practice Activity on page 179. 2. Insert->Links->Hyperlink, page 176

3. Assessment From the Video Tools-> Format Ribbon

. Format ->Preview ->Play, page 159

. Format ->Video Styles, page 160

. Format ->Size, page 161

. Format ->Arrange, page 162

. Format ->Adjust ->Corrections, page 163
. Format->Adjust->Color, page 164

. Format->Adjust->Reset Design, page 165

Review the Test questions on page 180.

NOoO O~ WON -
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|
Video Styles
34
v [ start |On Click -
- 'II +| Play Full Screen
— | Volume

= +| Hide While Not Playing

iJ iJ Video Options

More Menu Maps

From the Video Tools->Playback Ribbon

1. Playback-> Bookmarks, page 167

2. Playback->Trim Video, page 168

3. Playback-> Editing, page 169

4. Video Tools ->Playback->Volume, page 170
5. Playback-> Video Options, page 171

From the Animations Ribbon
1. Advanced Animation-> Timing, page 172
2. Advanced Animation->Trigger, page 173
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ree Working with Multimedia

One of the best Christmas videos is the Polar Express, with Tom Hanks as the voice of the conductor. It is the story of children

who travel to the North Pole in a special steam engine: No. 1225, the Pere Marquette. No. 1225 is the only steam engine named

after a priest and it served for many years in Michigan. Our PowerPoint presentation will use the Pere Marquette as our theme.

The images and videos will be used to teach how to work with multimedia.

This lesson will present two methods for working with videos in PowerPoint: linked and embedded. Linking to a site like YouTube
means that you have to be online to play the video. Adding the video to your presentation (embedding the multimedia) means you
can play it anytime: you do not have to be online So, let's look at the options.

Start PowerPoint 2013. When you start PowerPoint you will be prompted to choose a template. Select: lon. Click Create.

2=
R E A HE RN llbllliI‘t
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Before You Begin

This lesson introduces the Video Tools. There

are two Video Ribbons: Format and

and then...videos!

1. Try it: Add Slides to the Presentation

A new presentation should be open.
Go to Home ->Slides->New Slide.
Please add 4 new slides for a total of

Playback. We'll begin by adding titles, pictures l-

Home ->Slides->New Slide

EE % QF Freramand - Prserbort

[ s | wnt oo o
:

} Copy )

ra

[T

.
And Try This: Change the Background . FILE HOME INSERT DESIGN

Go to Design->Variants->More.

Go to Background Styles: Style 12 (black). B Cut - E Layout ~

Keep going...

Memo to Self: You can add your own pictures
and videos if you wish. You do not have to
MATCH the multimedia shown on these

pages.

It is more important that you start with
something and try the options.

D ER Copy - ¥ Reset
e Mew
¥ Format Painter Slide~ CJaection~

Clipboard P Slides

N A T

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides: Add Slides
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Enter the Titles
2. Try This: Change the View

Go to View->Presentation Views->Outline.

And Do This: Add Text to the Titles
Slide 1: The Pere Marquette

Slide 2: Engine, Engine No 9

Slide 3: Going Down Chicago Line

Slide 4: If the Train Should Jump the Track
Slide 5: Do You Want Your Money Back?

Keep going...

View ->Presentation Views-Outline

&t £ Fmsamia’ . Russeton v W 4 ®
| I T k. |
Foier ' | . N R T
= Zrlre e T o ke
Mooyl (g Mike  Modry Bewbesy Wi Hamded i L T it M
Viem | lacier Fagy Wew | Mmier Mipsier Mipiee | || Suillit i | B WA g 0 B U | mcionnn

A aap v [T e Ba L o [
1 7] Wi P Maspurettig

e Rnpieey Bie

i Bt (i s L

H fhr Frain Trugmid jurmg tha T
Db Fora Wikt Tour Mnay Back?

The Pere
Marquette

ENEENETREINEERES

Mormal Outline Slide Motes Reading | Slide Handout Motes
View Sorter Page \View Master Master Master m
Presentation Views Master Views

1[_] The Pere Marquette

2 Engine, Engine No 9

3 Going Down Chicago Line

4 If the Train Should Jump the Track
5 Do You Want Your Money Back?

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text

Advanced Microsoft PowerPoint 2013 Page 151 of 291



E T
n,::‘ Insert ->Images ->Picture
&

E EH % &5 Fema ! - Fasabor ¥ -
. Bl = | o ooen  muames  mmsncen  wesuew  mes e I———

:’ Add the Pictures TEE L @O o als T A e

Please add a picture to every slide. You P | Tl | Pk ok St Fiute | g bt Cht | A Gt fod Fonte Wi Gk S Chprt | e st

can use the sample files for this 2

presentation if you wish. You are also
welcome to use your own pictures.

3. Try it: Add pictures
Select Slide 1.
Go to Insert ->Images->Picture.

Browse to your Documents folder. —t— Th e P e‘ re

Select a picture: Train1.gif

Marqguette

Please add a picture to each slide.
Slide 2, insert: Train2.gif
Slide 3, insert: Train3.gif
Slide 4: insert: Train4.gif
Slide 5: insert: Train5.gif

Please keep going...

AR
FILE HOME IMNSERT DESIGM TRAMNSITIONS ANIMATIONS A -
v I

|

SHIE dhkd ac B B M

Mew Table | Pictures Online Screenshot Photo | Shapes SmartArt Chart
Slide = E Pictures > Album = &

Slides Tables Images Illustrations

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Pictures
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Add Another Picture

Now, add something to the slide to keep
their attention for a few seconds.

4. Try it: Insert Another Picture
Select Slide 2.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Select a picture: ToyTrain1.gif.

Place the toy train in the bottom right
corner. Please keep going...

Insert ->Images ->Picture

BH %

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Pictures
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Take L o
n’"‘e Animations ->Animation->Fly In
B E s o T VS T 5
Animate a Picture e el e WU
5. Try This: Animate the Picture o ~ | - . v 1 | <

ToyTrain1.gif on Slide 2 is selected.
Go to Animations ->Animation->Fly In.

And Try This: Modify the Anim

ToyTrain1.gif on Slide 2 is still selected.

Go to Animations ->Animation.
Go to Effect Options->From To|

Go to Animations->Timing.
Edit the Start: After Previous.
Edit the Duration: 01.50

Way cool. Keep going...!

SITIONS ANIMATIONS

) GO ¢

Fly In Float In

Animation

ation

p Left.

SLIDE SHOW REVIEW VIEW
s 'l* M Animation Pane b Start: |After Previous -~

1 r [ ﬁ - Trgger - & Duration: 01,50

Split Wipe Shape - Effect Add
Options ~ | Animation ~

Animation Painter | 3 Delay: 00.00

a Advanced Animation Timing

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content : Apply Animations to Shapes (Pictures)

Advanced Microsoft PowerPoint 2013 Page 154 of 291



Transitions ->Transition to This Slide->Fade

EEH %0 Femseaman’ . Resselin

Add the Transitions e " B R B O 6 B[ e
6. Try it: Add a Slide Transition — s - e W Ve b o G P e e
Go to View->Presentation Views. @ == e

Click on Slide Sorter.

Seloctall of the Sides: Side 15 cpl BTN =N

Go to the Transitions Ribbon. e : FILE HOME INSERT DESIGM TRAMNSITIONS

Go to Transition to this Slide->Fade.
@ m e
Mone Cut

Preview Fade Push

What Do You See? Each slide has a little star
indicating that it has a Transition.

Do This: Save Your Presentation

Go to File->Save.

Browse to your Documents folder.
Enter a File Name: The Pere Marquette.
Save. Save. Save.

Preview

Please return to the Normal View and keep
going...

2

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slides: Insert Transitions Between Slides
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Linked or Embedded Videos B e pe) el @ g el

This lesson looks at two methods for adding a video to a
PowerPoint presentation: Insert from a file on your computer
or link an Internet Website, such as YouTube.

When you insert a video from a file on your computer, this
will create an embedded video. It will be included in the
PowerPoint presentation. If the video is large, the size of the
PowerPoint presentation will be large as well.

When you add a hyperlink to a video that is on a website the
video will not be added to your slide, just the link to it. So the
size of the presentation will not increase. However, the link ]
only works if there is an online connection. 1225 at Mason rd. \

1. Before You Begin: Download a Video m } _
Download a video to your Documents folder: 03 hitp://www.youtu be.comfwatch?‘v_dG?KquwaU|

Polar Express Owosso, Ml.mp4 l ﬁ v B - & Page~ Safety~ Tools .@.v _@ r#

Keep going...

YouRlllif pere marquette mason

e Pere Marquette video!
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Insert a Video

2. Try it: Insert a Video from Your Computer

Select Slide 4.
Go to Insert ->Media->Video.
Click Video on My PC...

iy )

Video Audio

L4 *

L& Online Video...
£ Video on My PC...

You will be prompted to browse to your
Documents folder and select a video:
Polar Express Owosso, Ml.mp4

Click Insert. Keep going...

Insert ->Media->Video-> Video on my PC...

= ™ n
= i
—

B ﬁesk‘top

& SkyDrive

WO R VW

4. Downloads

:
1= Recent places

[ @ Documents

I J‘! Music

Memo to Self: The example shown in this lesson [ Pictures

is: Polar Express Owosso, Ml.mpg4. You may .

need the QuickTime player to play this video. You P E Videos |

can use a different video is you wish. v
File name:

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Video on My PC
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Video Tools: Format
Hello, Video! The video should be displayed
in a black frame on Slide 4.

There are two Video Ribbons available:
Format and Playback.

3. Try it: Review the Video Tools
The Format options include:
Preview

Adjust

Video Styles

Arrange

Size

Keep going...

Video Tools: Format

FHS & T e
B s e oo emon  susanon  Worusow M ww | et |
[ I e Rl e — = F—

Py | Compeime Coler Posie  Besr
- [

SHOW REVIEW VIEW

VIDED TOOLS
FORMAT PLAYBACK

L_'<5> Video Shape ~ .1 Bring Forward -

e e
il | el | - E‘u"ideoﬁorder* 0 Send Backward -

Video Styles

7| L3 Video Effects - E[}Selection Pane

I} Arrange

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Video Tools (Format)
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Video Tools ->Format ->Preview ->Play
EEH % ¢ Fa Pransatat o] . Fomsliost

0 Vo ®
TRAMITONL  AMMATIOMT  MOIIHOW KA VW | ROmMT | R e l? . |

Video Format: Play

=
4
3

e a— e L i P = P
You probably already did it, but here are the steps M et e — S sl |- {Eh | Dimsmem - R | —
to Preview the video. . — . 4

4. Try it: Preview the Video
Go to Video Tools ->Format ->Preview.
Go to Preview ->Play.

If the Train Should Jump the Trc

What Do You See? The video will play in the little
Media Player. The Media Player has simple
buttons to Start/Pause, Previous/Next and adjust
the Volume. The time is shown.

Again!

> al & T

Play | Corrections Color Poster Reset
= *  Frame~ Design -

Preview Adjust

2 ‘ 4 I» 002059 i

Exam 77-422: Microsoft PowerPoint 2013
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Video Format: Styles T TS
The video was placed in a Shape, so the Poy | Comm o P

Video Tools ->Format ->Video Styles

formatting tools are the same ones we have seen ==

before. You can edit the Video Shape, Border and
Effects. You can also apply a Video Style that
formats all of these options.

1. Try it: Apply a Style to a Video

The video on Slide 4 is still selected.

Go to Video Tools->Format->Video Styles.
Select a Style: Simple Frame, White.

What Do You See? The border around the Video
has been formatted white.

Keep going...

W

ANIMATIONS

TRAMUT

pr—
Pl

= o

Pustsnatan - Poplignt

Sl AMRATIOM D oW

e e g

Vaten

SLIDE SHOW

i W

e T e

e -

k3

.

REVIEW

Video Styles

Exam 77-422: Microsoft PowerPoint 2013
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3.6 Insert and Format Media: Format Video Style
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Video Format: Size

Say you wanted to make the Video bigger
so that it fills up more of the slide. Here
are the steps to change the Size.

2. Try it: Format the Video Size
The Video on Slide 4 is still selected.
Go to Video Tools ->Format ->Size.
Edit the Width: 4.2"

, & % [| Height: |4.2" :
Crop = wWidth: | 5.6" :
Size s

When you click ENTER on the keyboard,
the height will resize to match the same
proportions.

Keep going...

Video Tools ->Format ->Size

E LS

B s o town Tennen  memhon  REdBew MW vew | s | Rk

w

Pap | Commimm Colw Fosie B

If the Train Should Jump the Track

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
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Video Format: Arrange YT
When we inserted the Video, by default it P ot
was placed in the center of Slide 4. You s o

can Align the Video if you wish: left, right,
middle, top, bottom and center.

3. Try it: Arrange the Video
Go to Video Tools ->Format.
Go to Arrange->Align Right.

What Do You See? The Video has been

placed on the right. .1 Bring Forward -
Please place the video in the center, again, [ Send Backward ~
and keep going... Ek Telection Pan

B
i
0 {lr O

Memo to Self: You can go to View

Gridlines if you would like to arrange the i
objects to the Grid. o
o4

< e 3

Video Tools ->Format ->Arrange->Align Right

Punssan! - Foeplipa

DN TRAMETOML AMRATOMT  RGTOW  Ee VW AT

e o ———— Ve L - bomgbmmeed - B0t | ] P 12

el Raa e -

Comprine Colr Posbes  Basel i

Smign L Vet [ s et Lt P .
S g g ’
. A

Align Left
Ajign Center
Align Right
Align Top
Align Middle

Align Bottom

Distribute Horizontally
Distribute Vertically

Align to Slide

Exam 77-422: Microsoft PowerPoint 2013
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r,,,:: Video Tools ->Format ->Adjust ->Corrections
BEEH %S 0% T Pasg Uigsguams AN - Possbgat st Mo,
Video Format: Corrections -, B i [y 3 o= o [ o 1y ey s A s gl
You can make Format a video inserted froma tomi i e e S S S e o i g i [ (R G et et
file just as you would a picture you inserted. hesra | Bepomeniiomimt s o e

For example, you can make Corrections to
the Brightness and Contrast.

ghe Train Should Jump the

4. Try it: Adjust the Contrast

The Video on Slide 4 is selected.

Go to Video Tools ->Format.

Go to Adjust ->Corrections.

Select: Brightness 0, Contrast +20%

What Do You See? Increasing the Contrast
made the snow whiter and the red signal lights
more noticeable.

Keep going... z L:j

Play | Corrections Color Poster Reset
- ~  Frame~ Design~ |

Preview || Brightness/Contrast

¥
¥

Exam 77-422: Microsoft PowerPoint 2013
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Tb::: Video Tools ->Format ->Adjust ->Color
E FE % 0% Tit oo Uy LN - Prnmpelbuns T venwes r A =
3 Video Format: Color e B 5 T [y = v o 1) = [ oy e |t (Bt Ere | ] o 5] A
Say you wanted to make the video look or | ot G e e | S ]t L od e o = == (Etoty | Simbtetet = Romr | O Emwiam 7
like an old fashion movie. You can apply a e - i . 5
Color filter. -

5. Try it: Adjust the Color

The Video on Slide 4 is selected.
Go to Video Tools ->Format.
Go to Adjust ->Color.

Select: Orange

What Do You See? The video has been
colored.

Keep going...

Play | Corrections Color Poster Reset
= =  Frame~ Design~

Preview Recolor

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Adjust Video (Color)
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n,::: Video Tools ->Format ->Adjust ->Reset Design
3 Format: Reset Design ? % WA T rm rm rm o [ = [ e e | @Vemien: [ Bbeyiees~ B | @] (e 1| 4
Maybe the formatting didn't turn out as o | e ke o | S ] el ol (o | || Dbt | Wbt - B |
good as you were hoping. You can return === tan -

to the original video with Reset Design.

6. Try it: Reset Design

The Video on Slide 4 is still selected.
Go to Video Tools ->Format ->Adjust.
Go to Reset Design->Reset Design.

What Do You See? The Video will be
back to the original contrast and color.

o BT =

Play | Corrections Color Poster Reset
2 =  Frame~ Design~

Preview Adjust ¥ Reset Design

¥ Reset Design & Size

The Pere
Margquetie

Exam 77-422: Microsoft PowerPoint 2013
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E FH% I LLPT VTS PTOR —— o wemems v W a x
:’ Video Tools: Playback ',,- N D | ey R =

The Playback Ribbon lets you program your o | - M | i ama ey By
video presentation. The options are simple, but = === s tanny v O 1
effective.

If the Train Should Jump the Track

1. Try it: Review the Playback Ribbon
The Video on Slide 4 is still selected.
Go to Video Tools ->Playback.

What Do You See? The Groups include:

Preview
Bookmarks
Editing
Video Options
Keep going...
EHS- & - Presentation] - PowerPaint VIDEO TOOLS
FILE HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT PLAYBACK
F 1 -
’ l_?+ E Fade Duration ‘\‘I\LI [+" Start: [On Click Loop until Stopped
. o . — |j| Fade ln: | 0000 : . Ill Play Full Screen
ay lemove rirm " olume . . . . .
Bookmark Bookmark | Video | [ FadeOut |00.00 7 - Hide While Mot Playing Rewind after Playing
Preview Bookmarks Editing Video Options

Exam 77-422: Microsoft PowerPoint 2013
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Playback: Bookmarks

A Bookmark lets you quickly select a place in
the video. You can have several Bookmarks if
you wish.

=
4
3

2. Try it: Add a Bookmark

Play the video.

Pause it at 00:05.03 seconds or so.
Go to Video Tools ->Playback.

Go to Bookmarks-> Add Bookmark

What Do You See? The Bookmark appears
as a dot on the timeline.

What Else Do You See? When you select a
Bookmark, you cannot move it, but you can
remove it if you wish.

Try This, Too: Remove a Bookmark
Select a Bookmark on the timeline.

Go to Video Tools ->Playback.

Go to Bookmarks->Remove Bookmark.

Keep going... ’ I_T+ ‘E’ Fade Duration
[ 4] Fade In: | 00.00

b O 4 b 000503 3

Play Add Remaove Trirm
Bookmark Bookmark | Video [ ] Fade Out: |00.00
Preview Bookmarks Editing

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
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Playback: Trim Video

Say you wanted to begin the video when
the camera is steady. You can edit the

Playback with the Trim function. Trim

doesn't delete any of the video. It simply

sets the start and stop times.

3. Try it: Trim the Video
The Video on Slide 4 is still selected.

Go to Video Tools ->Playback->Editing.

Click on Trim Video.

You will be prompted to enter the Start
Time and the End Time. You can use the

playback buttons to set the time very
precisely if you wish.

Click OK and keep going, please.

Video Tools ->Playback->Editing->Trim Video

FH S

B oo st e unton  aeanon  WOGOW KW e R e ——

e O ek
b

-

00:26.004 =
End Time

00:06.006
Start Time

Exam 77-422: Microsoft PowerPoint 2013
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Playback: Fade Duration

4. Try it: Edit the Fade Duration

The Video on Slide 4 is still selected.
Go to Video Tools ->Playback ->Editing.

Go to Fade Duration.

Enter the Fade In: 01.00 (it's one second)

Enter the Fade Out: 01.00

Fade Duration

F [4 FadeIn: |01.00

Tl

Video | P] Fade Out: |01.00
Editing

What Do You See? When you Play the video,
the Video will Fade in and Fade Out gradually

for a second.

What Else Do You See? If you use the player
to advance to the last second of the video
frame by frame, you will see that the video
fades back to the start. In this little example,
the video fades through the steam back to the

beginning for a very cool effect.

Keep going...

4 K4 P

Video Tools ->Playback->Editing->Fade Duration

EH% 0F e - Fomtiper
- FONN MGIET  DERGM  TRAMTOML  AMMATOMI  ROITHOW MDA VW RORALT s
—r Duralien s [Tt O -
> | =& tos ofjy e oo oy et
e - T LIS
- T irdeima .
Becderacy i Weee [ElfuisOun Fi8 D et et ey Rpmiiedl s Py

LR [IETTeN tanng T D

If the Train Should Jump

Exam 77-422: Microsoft PowerPoint 2013
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Playback: Volume et [ 00 o R
Raise your hand if you do not like being P | e i P g Mt Py
blasted by loud music when you click on - tonng s s
something? Let's look at the Volume N

controls... e Train Should Jump the Track

5. Try it: Adjust the Volume
The Video on Slide 4 is selected.
Go to Video Tools -Playback.
Go to Video Options->Volume.

What Do You See? There are four
options: Low, Medium, High and Mute.

What Else Do You See? You can also
adjust the volume with the speaker
control in the video player.

One more set of options.
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Th::: Video Tools ->Playback->Video Options->Start
:’ Playback: Video Options R e e et I e s J}
The Video Options are similar to the ones we | M | e e e ey Rty
used on Transitions and Animation. You can mosrs | s tonng et ot 6
program how the video starts and plays.

If the Train Should Jump the Track
6. Try it: Edit the Video Options
The Video on Slide 4 is still selected.
Go to Video Tools ->Playback.

Go to Video Options.

Edit the following:

Start: On Click.

Select: Play Full Screen.
Select: Hide While Not Playing.
Select: Rewind after Playing.

These Video Options will play the video big--full m.,_,,_.;
screen--when you click it. TIEINE \ [*" Start |On Click - . - ’
Keeeeeep going... This is the good part. || oop until Stoppe
. Il ¥ Play Full Screen

olume : :
Memo to Self: If you select Hide While Not . v| Hide While Not Playing | Rewind after Playing
Playing, you will not see the little video to click
on it. The following pages will show you a new Video Options

method for starting the video.
| SRt

| _1%

Exam 77-422: Microsoft PowerPoint 2013
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n"’l’e Video Tools ->Format-> Arrange
E EH % OF Tha Fers bhgsgerny LM - Pusarfont ]
Animate the Sequence -5 S S—— S B e
. . . * * * X 1 4 24 I - L o
You can use an Animation Effect as a Trigger, or a rors oo aa R g

Sl B ey 08

command button, to start your embedded video. When  #=== e o rmaren _ -
you click the Trigger, the video will play. The Trigger T IS e |
can be added to a Title Textbox or a Content
Placeholder (a picture, shape or chart).

7. Do This, Please: Arrange the Objects
Select the Video on Slide 4.

Go to Video Tools ->Format ->Arrange->Align.
Select Align Center.

Go to Video Tools ->Format ->Arrange.

Go to Send Backward-> Send to Back.

i 1%!-' v

And This: Animate the Video

The Video on Slide 4 is selected.

The Animation Pane is open.

Go to Animation->Animation->Play.
The Video now has an animation.

m Animation Pane

b Play From

Keep going...

1'8 » Polar Express ... [

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes
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E FE&s- 07 Tin Farn Bdamriin LA - Premoini W A w
:’ Animation Triggers R BB B~ o x & R e
Anything on the slide can Trigger the Play b | oo : o (ML (Ot S ] Sel
Animation. In this example, clicking on the e = 8
picture will play the video. The picture is ! ' ) T

framed in a Placeholder. Here are the steps. If the Train Should Jumb the Track

8. Try This: Trigger the Animation '|* %1 Anirmation Pane P Stark: |On Click ~ || Reart

The Video on Slide 4 is selected.

Go to Animation->Advanced Animation. Add Trigger ~ © Duration: | Auto
Go to Trigger->On Click of... i

99 Animation - “f§ OnClickof  » Title 1
What Do You See? There are three options: Adva

Polar Express Owosso, M|

.. e

Title 1
Polar Express Owosso (the Video)
Content Placeholder 3 (the Picture)

Select: Content Placeholder 3.

Keep going...

Animation Pane v X

l Play From i

Trigger: Content Placeholder 3
191 » Polar Express ... [ -

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Use Animation Triggers
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Slide Show->Start Slide Show-> From Current Slide

Play It!

9. Try it: Play the Animation Sequence
Slide 4 is selected.

Go to Slide Show->Start Slide Show.
Click on From Current Slide.

=
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When the Slide Show begins click on the
Picture on Slide 4..

What Do You See? Did the Video play? Did it
start and end on the Trim marks? Did the
video fade and then return to Slide 47?

Very good. End the show.

Well, we always save things that work.
Save, Save, Save.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Present Slideshows
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The second video will be linked to a website. =N ! H Tt
Keep in mind that you need to be online, : ; )
connected to the Internet, when you work with
this presentation.

Let's Do That Again

This first video was a file on your PC that was
inserted into the presentation. It is part of the
slide show: not a separate file or linked to a
webpage.

=
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3

R P et i i o iy s

n“—

Before You Begin: This demonstration uses a
video that you can find on YouTube.

1. Try This: Find a Video

Open an Internet Browser.

Type the address: www.youtube.com
Search for: Pere Marquette Mason

Keep going...

Advanced Microsoft PowerPoint 2013 Page 175 of 291



=
4
3

T,

r;,::: www.youtube.com
Copy the Address I R
Each object on the Internet is identified and Toulf™

P TGt e (-] g n -~
found by an address, a Universal Resource 2
Locator (URL). The goal is to find the Internet

J 3 B Lo S Homgs
address, copy it, and paste it into PowerPoint ﬂ

as a hyperlink. S T b 3 e

2. Try This: Copy the Internet Address
Place your cursor at the top on the address.
The entire string should be highlighted.
Type Ctrl+C to copy the code.

(You can also Right-click->Copy).

R P et i i o iy s

n“—
! Foam Samtore OF Soemm - 1 Steam
[
—H“H‘J“‘-‘hl

Keep going... :
1225 al Mason rd. e 1 S et L o
. THEY - 1 i
FYI Sharing Videos: When you click on =3

Share, you should see options to Embed or
E-mail. There may be options for Facebook,
Twitter, LinkedIn or other social networking m
sites.

o

I = D hitp://www.youtube.com/watchv=dGTKLgugXwl|

- v [ gm + Pagev Safety> Tools~ @@~ [ 1}

\(1]1] Tube pere marquette mason

L

Click on Embed.The embed code should be
displayed in the window. This is the code you
need to copy into a program or webpage.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Link to External Media
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Insert a Hyperlink =
The next step places the address into your
PowerPoint presentation as a hyperlink.

2
4
3

[ Frare
et - e
e

3. Try it: Insert a Hyperlink
Return to your PowerPoint presentation.

Select the picture on Slide 3. . —
Go to Insert ->Links->Hyperlink. L !

o 0fa Tamghmen

Edit the Hyperlink options:

iy by Dot S
Link to: Existing File or Web Page. : T e
Link to: Text to display: | < <Selection in Document> > ScreenTip...

Address: Place your cursor in the box.

Type Ctrl+V . This will paste the address you ', 9 Look ke ] My Documents (] [5 aQ
copied from the YouTube website. *| Existing File | = :
_ . or Wb Fage , Amazon Dewnloader Logs ~ Bookmark...
Screen Tip: Watch the Pere Marquette video! I %ﬁ;t . Custom Office Templates
) . %] My Data Sources
Click OK. Keep going... Flace in This . OneMote Notebooks
Document Browsed |_] 1L
ogo
Memo to Self: This presentation needs to be Pages ; AF g_“ Tad
online, connected to the Internet, so that the 1L.J = all tale )
source video can be played on youtube.com. Create New necent |22 Advanced Word Necessary Computer Skills
Document Filss |L-] AmericanFlag
07 Beqginning Custom Styles v
Address: hktps /Ao youtu he.mmMatch?\r=dG?Kqu‘--’wLﬂ v

E-mail

Address -
0K Cancel

Exam 77-422: Microsoft PowerPoint 2013
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h,::: Slide Show ->Start Slide Show->From Beginning
E FEH % 0% Tha Fars isgerns LEA - Paserfort ¥ A =
:’ Test the Links and Triggers T T TR, e e -
Before You Close the Show: The Computer e s | Pt Gttt iy e e o o r—

Bogreing Comerd Uiy | Guling - Wwpm- D Show e Temes  Shpwe 7 el Media Ol

Mama sez it is good practice to TEST the
Animations, Links and Triggers.

g [revess

Try This: Test the Multilmedia and Links
The presentation is open in PowerPoint.
Go to Slide Show->Start Slide Show.
Select: From the Beginning.

+ 5 g
5 ¥ |8 &
Fram From Present Custorn Slide

Beginning Current Slide ' Online~  Show -
Start 5lide Show

Please click on the pictures on Slides 3 and 4.
That is so fun it should come with popcorn!

Done and done.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Link to External Media
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Practice Activity

Lesson 5: Working with Multimedia

Before You Begin: Start Microsoft PowerPoint.

Try This: Do the following steps

. Open a new blank PowerPoint presentation.

. Add the title: Helpful Baby

. Add two blank slides.

. On Slide 2, insert a video from file. Insert the sample video Using Swiffer.wmv.

Apply Video Style Snip Diagonal Corner, White to the video. Resize the video to be 3” tall.

. Apply the Correction Brightness +20%, Contrast +20% to the video.

. Add a bookmark to the video at a spot of your choice.

. Trim the last 5 seconds off the end of the video.

. Add a baby related picture of your choice. Resize the picture to be larger than the video placeholder.

10. Set the video to hide when not playing.

11. Add a Trigger to the Video. Select the picture on the slide as the Trigger with the video playing on click of the picture.
12. Go to Slide 3. Add the following video from YouTube titled Helping with Laundry.
http://www.youtube.com/watch?v=SFAwae5rwk4

13. Add three baby or child themed ClipArt images to the slide show. Arrange the images so that two of them over lap the
video. Arrange one of the overlapping images to be in front of the video and one of the overlapping images to be behind the
video.

14. Test your slide show.

15. Save this file as Advanced PowerPoint Practice Activity 5.
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Test Yourself

1. Which is true about adding video to a presentation?
(Give all correct answers.)

a. An embedded video is inserted from a file and
increases the size of the PowerPoint file.

b. A video inserted from a website increases the size of
the PowerPoint file.

c. An linked video uses a link to a website and does not
increase the size of the PowerPoint file.

Tip: Advanced PowerPoint, page 156

2. A video linked from a website requires an internet
connection to play.

a. True

b. False

Tip: Advanced PowerPoint, page 175

3. Which can be edited on an embedded video?
(Give all correct answers.)

a. Brightness

b. Contrast

c. Color

d. None

Tip: Advanced PowerPoint, page 163-165

4. Trim deletes the marked parts of a video.
a. True

b. False

Tip: Advanced PowerPoint, page 168

5. Which is true about Playback?

(Give all correct answers.)

a. Uses a picture or other object to trigger a video or
animation to play

b. Command is on the Animation Ribbon

c. Used to access media that is hidden on a slide
Tip: Advanced PowerPoint, page 173
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Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Presentation Tools to add pen and
highlighter annotations.

2. Set up a Slide Show, play narrations and
show the Media Controls.

3. Rehearse, adjust and use timings in a slide
show.

4. Record a Slide Show.

R

© 2013 Comma Productions LLC From

Beginning Current Slide ' Online~  Show~
Start Slide Show Set Up

PowerPoint 2013: Sharing and Collaboration

Showtime: Delivering Presentations

~ \_/ \_J rf)? r

- IHHIJJI

s ¢ 00

lllfJ

& | B

Present Custorn Slide S5etUp  Hide | Rehearse Record Slide
Slide Show Slide ' Timings  Show -~

Advanced Microsoft PowerPoint 2013 Page 181 of 291



=
4
3

Ong

1. Readings

Read Lesson 6 in the Advanced PowerPoint

guide, page 180-207.

Project
This lesson demonstrates how to show a
PowerPoint presentation.

Downloads
Fish Tale 2013.pptx

2. Practice

There is no Practice Activity.

3. Assessment
Review the Test questions on page 208.

L Lesson 6: Delivering Presentations

Slide Show Ribbon

P ¥ B B |B
0 B |
From From Present Custom Slide SetUp  Hide

Beginning Current Slide ' Online~  Show~ Slide Show Slide

lJ Start Slide Show lJ EJ

Slide Show Ribbon, continued

By (g &

Set Up

| Play Marrations

+| Use Timings

Hide
Slide Show  Slide

Rehearse Record 5lide
Timings  Show~

EJ Set Up iJ

Menu Maps
From the Slide Show Ribbon.

+| Show Media Controls

g &

Rehearse Record Slide

Timings  Show~
3

EJ Set Up

ET‘-‘ Monitor: | Automatic -

+| Use Presenter View

Manitors . |

More Menu Maps
1. Transitions->Timing->Advance Slide, page 193

. Start Slide Show, page 184

2. Insert ->Media->Record Audio, page 194

. Set up->Rehearse Timings, page 191

3. Audio Tools ->Playback->Audio Options, page 196

. Set Up->Record Slide Show, page 197

. Monitors->Monitor, page 199

. Monitors->Use Presenters View, page 200
. Set Up->Hide, page 201

. Start Slide Show->Custom Slide Show, page 203
. Set Up-> Set Up Slide Show, page 205

ONO O WN-
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& Delivering Presentations
There are so many baaaaaaad ways to deliver a presentation that one comedian has made a popular skit called, Death by PowerPoint.
PowerPoint actually has an entire Slide Show Ribbon that you can use to prepare, rehearse and program your presentation. Your delivery
can be polished and professional. The timing can be recorded and edited to fit your speech. Inspite of all the jokes, PowerPoint has many

ways of making you look good.
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B Slide Show ->Start Slide Show
E EEH% 0% Pl Tk B3 - PmPoind a
:} Before You Begin e B R e
This lesson demonstrates the options on the Slide = = s comin i v et TUT i
Show Ribbon. You can use the sample e e [ st smsares » 1
presentation or open any PowerPoint slide show if —

: =
you wish. ! ‘.*W d

1. Try it: Review the Slide Show Ribbon -

Open the presentation: Fish Tale 2013.pptx.
Go to the Slide Show Ribbon.

‘D

AFISH TALE

What Do You See? There are three groups:
Start Slide Show

Set Up

Monitor

Keep going...

FILE HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

i@' HII i@ El;r DE[ L_|® f;t\l ¥l Play Narrations ETJ Monitor: |Automatic

L) _
== ¥ Use Timings

From From Present Custom Slide SetUp  Hide | Rehearse Record Slide _ | Use Presenter View
Beginning Current Slide ' Online~  Show= | SlideShow Slide ' Timings Show= Y/ Show Media Controls
Start Slide Show S5et Up Monitors

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Video on My PC
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Opg Slide Show ->Start Slide Show->Start from Beginning

Find the Presentation Tools

. \~_/
2. Try it: Find the Presentation Tools \_/ :
The slide show is open. = R
Go to Slide Show ->Start Slide Show. -~ -
Click on Start from Beginning. b
What Do You See? PowerPoint will show

o A FISH TALE
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What Else Do You See? Run your mouse
over the bottom left corner. You should see the
Presentation Tools:

Left Arrow (Previous Slide)

Right Arrow (Next Slide)

Pencil (For annotation and markup)

Slide Sorter

Zoom

Menu (Options for navigation and display)
Do This: Advance to the Next Slide
Click on the Right Arrow (Next).

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Navigate Within Slideshows
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E . / \-..-/’ —
:} Presentation Tools \/ O
Watch your cursor as you move across the ' : 3

slide. You should see a white arrow that you
can use to point and click. You can switch to a
Laser Pointer, Pen or Highlighter if you wish.

The Pen and Highlighter can be used to
annotate your slides with comments or
gestures. The markings are called "inks."

3. Try it: Find the Pointer Options

Slide 2 is shown on screen.

Go to the Presentation Tools in the bottom
left corner. Select the Pointer Options.
Select the Pen tool, please.

Circle the text on Slide 2 to make a mark.

Laser Pointer
Do This: Advance to the Next Slide

Click on the Right Arrow (Next). Pen
Keep going... Highlighter
Eraser

J & N B Ty

™

Erase All Ink on Slide
HEEN

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Annotate Slideshows

Advanced Microsoft PowerPoint 2013 Page 186 of 291



r
o::" Presentation Tools ->Pointer Options->Pen->Ink Color

=
4
3

Working with Annotations ‘ J .

When you click on the Pointer Options in the
Presentation Tools, you should see short i
menu that includes the Laser Pointer, Pen ~
and Highlighter. This menu also has an
Eraser that lets you wipe out the annotations.
You can Erase All Ink on Slide as well.

DADDY CAUGHT
HIM WITH A

The default Ink Color may or may not work
with your PowerPoint Theme. Here are the
steps to change the Ink Color.

4. Try it: Change the Ink Color

Slide 3 is shown on screen.

Go to Presentation Tools->Pointer Options.
Go to Pen->Ink Color.

Select a color from the palette.

Circle something else on Slide 3 to make an
annotation.

Do This, Again: Advance to the Next Slide
Click on the Right Arrow (Next).

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Annotate Slideshows

Advanced Microsoft PowerPoint 2013 Page 187 of 291



=
4
3

Take , . ,

One Presentation Tools ->Slide Navigator
Go to a Specific Slide \_/ J
We already found the little arrows, Next and ] )
Previous, for navigating through the slide i 5
show. You can also go to a specific slide. -

5. Try it: Go to a Specific Slide
Slide 4 is displayed on screen.
Go to the Presentation Tools.
Click on Slide Navigator.

MOMMY
'COOKED HIM

What Do You See? A Slide Navigator will ~
B S AW AN s

open. All of the slides should be shown.
Select a Slide: 1 A Fish Tale.

The Slide Navigator will close.

You should go to the first slide in the show.

One more example, please keep going...

Memo to Self: You can also go back to the
Slide Show by clicking on the Return arrow in
the top left corner of the Slide Navigator.

¥ Y
‘D

A FISH TALE

FISHY, FISHY
IN A BROOK

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Navigate Within Slideshows
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One Presentation Tools ->Menu

Keep or Discard Inks

Say you added several annotations to the
presentation. You can Keep or Discard the
markings if you choose. You will be

prompted when you end the presentation. ‘

6. Try it: Keep the Annotations
Slide 1 is displayed on screen.

Go to Presentation Tools->Menu.
Click on End Show.

=
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Last Viewed

What Do You See? You will be prompted Show Presenter VWiew
to Keep or Discard the ink annotations.

Keep the annotations.

Screen k

And keep going...

Arrow Options

Help

Want to keep your ink annotations?

End Show

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Keep or Discard Annotations
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o::" Ink Tools->Pens
E BE %SO F. P ——— Ty T A
5 Edit the Annotation B s coinr s Tushoed AT ROibow  Hvie :um Fomm LY okl |
If you keep the Inks, can you delete them = - ; IS 7
later? Certainly. Here are the steps. wear _ b - o -

¥

7. Try it: Edit the Annotation e
The Slide Show is in Normal View.

The annotation on Slide 3 is selected.
DREAWING TOOLS  INK TOOLS

What Do You See? PowerPoint has a

rich Ink Tools Ribbon. You can edit the VIEW FORMAT PENS
Pen or Highlighter, Color and Thickness. p
4 || & Color~
What Else Do You See? Annotations are § Thickness ~ ~
Shapes, so the Drawing Tools are I _ o Emauat L Stop
available as well. . Yapt ——————  |nking
Yopt —— Close
Memo to Self: You can select the ink and 2 ot ]
delete it if you do not want to keep it. *P
1pt
132 pt

3 pt ——
4%z pt | ——
|

b pt

T DDY

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Edit or Delete Inks
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0:;:’ Slide Show ->Set up->Rehearse Timings
E FE% 0T R T o i
:} Set Up: Rehearse Timings T = o o e s o e oo L
You can Rehearse the Timings for your o it iy |t S U L_\ ) | Play Marrations 1
presentation. PowerPoint will record how ' ' s @ ..

- .
long you linger on a slide as the text, 52 NI

. . ; Rehearse Record Slide
graphics and multimedia play.

Timings  Show -~ +| Show Media Controls

1. Try it: Rehearse Timings EEt Up

The sample slide show is open.
Slide 1 is selected.

Go to Slide Show ->Set up.
Click on Rehearse Timings.

[
What Do You See? The presentation will '
begin on Slide 1. The little Player will show
how many seconds have elapsed since the

recording began. The controls include Play,
Pause, Repeat.

A FISH TALE

l'rr(l.ll’ud

it ‘H ::'-l.
=

.i

x
5> I 0016 & 0:01:40

When you advance to the next slide,
PowerPoint will record the Timing for the
new slide. Watch the time-see if you can
make them around 20 seconds, each.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Rehearse Timing
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Keep the Slide Timings \/ o
2. Try it: Keep the Slide Timings :

When you complete a slide show, the screen = 2
will fade to black and you will be prompted to !

keep the new slide timings that you just
rehearsed.

Slide Show ->Set up->Rehearse Timings

=
4
3

PowerPoint will calculate the total time for the
slide show. The show on this page is one
minute and 45 seconds. Keep going...

[ T TP p————

el [ ]

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Rehearse Timing
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Edit the Slide Timings

The Timings that you rehearsed and saved were
added to the Slide Transitions. You can edit the
Slide Timing with the Transitions Ribbon.

Before You Begin: Change the View

Go to View->Slide Sorter.

You should see the Timing beneath each Slide,
next to the Animation star.

3. Try it: Edit the Timing
Slide 3 is selected.
Go to Transitions->Timing->Advance Slide.

Each slide should have a check mark to Advance
Slide After.

Edit the Timing: 00:20:00

Make the Timing for each slide 20 seconds.

Keep going, please...

Transitions->Timing->Advance Slide

a5 093 [ — t a =
B s sen o wnron | seanon Reisow s vee —
m

E ¥ > = = H B E 8

s o et b
(Lo

- s . v v G Cxplowen. - | (3 Mgl T 7 M B
- = s 3

DADDY CAUGHT
HMWITHA

FISHY, FISHY -
IM A& BROOY —

"ﬁ} Sound: |[Mo Sound] = || Advance 5Slide
5 Duration: 03.90 I || |+ On Mouse Click
C3 Apply To All | After: |00:22.29

s

-

Timing

MOMMY
‘ COOKED HIM

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Edit Transition Timing
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O::° Insert ->Media->Record Audio
EEH % ¢ T [ P T —— W - A X
Create a Sound Recording B e e e e D BC AR S Ea "
You can record a narration for your slide. B | Pram o St P S Sk ot (i i Gt Tnf Sk Wk G e Gk i | e ke
The slide show can be set up to play your " ! ] comnrres - -y e - 4

narration automatically.

Before You Begin: This lesson shows
how to record your voice. Most laptops
have a built-in microphone. You may need
to add a mic to some older desktop
computers. Either way, you should test the
mic before you try to record any audio.

4. Try it: Create a Sound Recording
Go to View->Normal. Select Slide 1.
Go to Insert ->Media->Record Audio.

Keep going...
P 9oing Video Audio

- -

_ Me 4 Online Audio...
ol Audio on My PC...
Record Audio...

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Set Media Options (Audio Tools)
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O::G Insert ->Media->Record Audio

WE% e T T —
B s | ot oien Thuahon  auaahoin  ROIBOW  HWe VW
J = bl M “ ) T OO

-
P el Tt et e Coie i ede Syt Ve nlin
A, - & Venien Ty Bdgrrbeas - -

Record Sound
What Do You See? The Media Player will
pop up, ready to record.

The controls are very simple:
Play

Pause

Record (The red dot)

5. Try This: Record Sound

Enter a name: Sound Test

Click: Record

Speak out loud: "Sound Test,... new
recording for this sample slide. Test."

Click OK when you are done.

Mame: |Sound Test

Total sound length:

Keep going....

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Set Media Options (Audio Tools)
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onre Audio Tools ->Playback->Audio Options

E - =T ' P T P W 5 "

:} Adjust the Audio Playback ' = ™ =2 ST T T LT oA

The newly recorded audio content will be oy | T - et by | PO v
displayed as a small speaker icon. When basra | brman temms O prtara - 6
you select the speaker, the Audio Tools 1 ] ] ” . =
should become available. -

«ll Fade In:  |00.00 Play Across Slides
Ii Fade Out: |00.00
Editing Audio Options

6. Try it: Review the Audio Playback
The Audio icon on Slide 1 is selected.
Go to Audio Tools ->Playback.

Go to Audio Options

Edit the Start: On Click.

B, ©P | Fade Duration N [®¥ Start |On Click -
)
[ <

Vaolume
= Loop until Stopped

4 F|4 ¥

Keep going...

Where Have You Seen This, Before? The
Audio Playback Tools are almost identical to
the Video Playback Tools.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.6 Insert and Format Media: Set Media Options (Audio Tools)
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onre Slide Show ->Set Up->Record Slide Show
BEH % oF Pk Taka L - PmPoind P W - & M
Record Your Slide Show T "".' AT S
You can record your presentation as you W(_—_-“_ e e i e il D e | it
present it live: Your recording can include o e J R s - 7
Narrations, Timing and Media Controls. e —

.‘...
\ /t) | Play Narrations =
D O =

+| Use Timings

7. Try it: Record Your Slide Show
Slide 1 is selected.

Go to Slide Show ->Set Up.

Go to Record Slide Show

Rehearse Record Slide
What Do You See? You can Start Recording Timings Show~ ¥ Show Media Controls
from the Beginning... or from the slide you

are currently on.

| .‘L_) Start Recording from Beginning...

.‘L_) Start Recording from Current Slide...

Select: Start Recording from the
Beginning... Clear

You will be prompted to select what you want
to record. The options include:

Slide and animation timings

Narrations and laser pointer.

Please record approximately 20 seconds for
each slide.

Select what you want to record before you begin recording.

ide and animation timings
eep going...
P going Marrations and laser pointer

Start Recording

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Record Slide Show
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Recording Options

You can use the Set Up options to Clear the Timing
and Narrations on your recording.

8. Try it: Clear the Timing

The presentation is in Slide Sorter View.
Slide 1 is selected.

Go to Slide Show ->Set Up.

Go to Record Slide Show->Clear.

Click on Clear Timing on Current Slide.

Do This: Save Your Presentation

Go to File->Save As.

Enter the Name: Show Time YourName.pptx
Click SAVE.

Slide Show ->Set Up->Record Slide Show->Clear

EEH S 03 Py Tl 3010 - PussarPost
- wona MGET  DERON TRAMETOMHL  asmMTosn vow | K VW
T— % — - - . i, Ve sns ™ o
X A = § ¥ 2 g " Mnine Lo
fres | Poresd Gonkrn e Sy Pl feteae Bed Bt = - —
:..m - - Ve Ty Temegs  Phpwe ¢ e bk et
S Sy e [
FISHY; FISHY
&, Flsn TALE 1

IM & BROOK

Y CAUGHT
A WITH &

1 - : - OO0 3
| Play Marrati ) .
@ ./T_‘> N Ell;-| Monitor: | Automatic -

+| Use Timings
Rehearse Record 5lide

Timings  Show~ +| Show Media Controls
| @b Start Recording frem Beginning...
— &b Start Recording from Current Slide...
=k ’ 1
-F"f Clear 3

FISHY, FISHY
IN A BROOK

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Clear Recordings
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Opg Slide Show ->Monitors
BE% 0% P T 18- Prsashosnt ro & n
Slide Show Set up: Monitor T T T R s —=—_1
PowerPoint presentations are made to be e |t | by |t bt LU | et
projected onto the big screen so the audience can S e e 1
see them. The speaker can see the same View as

the one projected onto the screen. DADOY. CALIGH

Hid WITH &

i ] FisHY, FISHY
INABROOK &

1. Try it: Review the Monitor Options
The presentation is open in Slide Sorter View.
Go to Slide Show ->Monitors.

What Do You See? The laptop shown in this
example has two monitors. The Primary Monitor is
the screen on the laptop. The settings are
Automatic, here. There is another place to work
with the resolution.

Keep going...

Ell;'-| Manitor: |Automatic

Aut ti
+| Use Presel HrormEtie

Prirnary Monitor

Monitors

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Slideshow Monitor
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Opg Slide Show ->Monitors->Use Presenter View

The Presenter View

There is a Presenter View that has enhanced
options for the speaker. The Presenter View uses
two screens: one displays the slide show, the A FISH TALE
other supports the speaker. r— ;
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A FISH TALE

The speaker still sees the slide, the Speakers
Notes and thumbnails of each slide. In the
Presenter View the Tools are bigger. They are
always on screen for the Presenter, however, they
are not visible to the audience.

2. Try it: Use the Presenter View
Go to Slide Show ->Monitors.
Select: Use Presenter View.

Now, Start the Slide Show. ol _ FISHY, FISHY
- IN A BROOK

What Do You See? In the example on this page
the Slide Show is on the right monitor and the
Presenters View is on the left. The bottom screen
shot shows the enhanced Presenters Tools.

Memo to Self: The computer shown on this page
has two monitors.

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Use Presenter View
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Set Up: Hide a Slide

Say you need to make your presentation
shorter for a different audience. Instead of
deleting slides from your presentation, you can
Hide them. Then, you can view those slides
later during the question and answer segment
if you wish.

3. Try it: Hide a Slide

The presentation is in Slide Sorter View.
Slide 3 is selected.

Go to Slide Show ->Set Up->Hide.

What Do You See? Slide 3 is faded. It also
has the Null symbol indicating that it is hidden.
When you advance through your presentation,
Slide 3 will be skipped.

Keep going...

Slide Show ->Set Up->Hide

FEH % &% [ T S F W - A W
el SET PN TRAMGTOML  RMRMTOMT | uorwow | EGIE VW Tsanars vt + J
T T b 1 [ - B 4 - & By Mg
P r s r - o = - S W et bt
[T b [ S R TR TS T U A — f— [ e
RBegreag Cymprd Hafe | Gemg - Shpm- Ve ura Bae Tememp e 0 S ek Caimik

e iy e

- : =
.* .ﬁ: DADDY CAUGHT
' FI5H TALE I F:IETE,HS.. HT... = :i M HIM OWITH &

DADDY CAUGHT
HIM WITH A
HOOK

3 + 00:20

@ fT__) Flay Marrations

Use Timings

Rehearse Record Slide
Timings  Show ~ Show Media Controls

Set Up

ey

SetUp  Hide
Slide Show  Slide

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides: Hide Slides
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Viewing a Hidden Slide
The presentation has gone well and

someone wants to see the data you have on i ] e pany
Slide 3, which is hidden. How do you go to a g - 1R00K
hidden slide?
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4. Try it: Go to a Hidden Slide

The presentation is still open.

Go to Slide Show ->Start Slide Show.
Go to the Presentation Tools.

Click on Slide Navigator.

What Do You See? A Slide Navigator will
open. All of the slides in your presentation
are listed. The hidden one is faded and it has

a null sign but you can still select it. s | FISHY. FISHY
- ] I
Did that work for you? L s . IN A BROOK

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.3 Customize Presentation Options and Views: Use Views to Navigate Through Presentations

Advanced Microsoft PowerPoint 2013 Page 202 of 291



=
4
3

Ta k
L]
Ong

Set Up a Custom Show
You can save different versions of your
presentation. Here are the steps.

1. Try it: Create a Custom Show

The presentation is open.

Go to Slide Show ->Start Slide Show.
Go to Custom Slide Show.

Click on Custom Slide Show.

You will be prompted to create a new Custom
Show. Click NEW.

Try This, Too: Define the Custom Show
Enter the Slide Show Name:
Show Time Short Version.

Select the Slides in Presentation:
Click on Slide 1, 2 and 5 and ADD them to the
Slides in custom show.

Click OK and keep going...

Slide Show ->Start Slide Show->Custom Slide Show

s o e & Tl S
[ T e e ——————
1; r :.. B i = -' Py Manpgra e I
F - & g e
b fwm | Pt Cosieemiiie | Gl e | it v il — - .
iy Comprd Tt | Gy~ Bpm- | i e e | Timewp b [ e ks (sl

W iy e

B3
Fi5H TALE

T e

T

Slide show name: | Show Time Short Version

& e Tan Y T

— : : i 1o o mpiea

Slides in presentation:

[] 1. & Fish Tale

[] 2. Fishy, Fishy in a Brook

|:| [3]. Daddy caught him with a hook

m |:| 4, Mommy cooked him in a pan
[ | 5. Baby ate them like a man

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Create Custom Slideshows

Advanced Microsoft PowerPoint 2013 Page 203 of 291
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1. & Fish Tale

2. Fishy, Fishy in a Brook
3. Baby ate them like a man




E >
o;:" Slide Show ->Start Slide Show->Custom Slide Show
E R % D F Pl Tl 1 - PoarPosr ¥ X a x 2
:} Start the Custom Show T = oo meme e o e il
Now we have two copies of the Show Time = = reiamie w000 e -
presentation: the Show Time that included S St T | S T St s

all of the slides and a Custom Show Time.
You can choose which show that you want
to start.

] FISHY, FIsHY
IM A BROOK

2. Try it: Start Custom Slide Show
The presentation is open.

Go to Slide Show ->Start Slide Show.
Click on Custom Slide Show.

The Show Time Short Version we just
created should be listed.

One more Set Up topic. Llﬁ-@j L’i-‘_‘ IE@ EI;[ Eklgr

Froam From Present Custorn Slide SetUp  Hide
Keep going... I Beginning Current Slide ' Online~  Show~ | Slide Show Slide

Start Slide Show Show Time Short Version

Baky ATE THEM
< UKE A ‘

Eor  Custom Shows...

s

A FISH TALE

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Start a Custom Slideshow
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Opg Slide Show ->Set Up->Set Up Slide Show
Set Up a Slide Show ! W B E R0 O v | —b— e R
Finally, you can program this little e Lk~ U T - L Tl o
presentation to play by itself. This option e i e

can be useful at a trade show or as a

stand alone kiosk. WDDY CAUGHT

Hiss WITH A&
HOOK

et

B Eessed by b b T

3. Try This: Set Up the Slide Show.
Go to Slide Show->Set Up.
Click on Set Up Slide Show.

. gy g R

L el e et )

There are four areas that you can edit:
Show type: speaker, individual or kiosk.

Show type
Show Slides: All, From, Custom Show. . S—

® Presented by a speaker (full screen) (@) AL
Show Options: Loop, narration and () Browsed by an individual (window] () Erom 1 | Te: |5 o
animation as well as Pen color and () Browsed at a kiosk (full screen) () Custom show:

Laser_pointer color.

Show options Show Time Short Version

Advance slides: manually or using

timings, if present. |:| Loop continuously until ‘Esc’ Advance slides
|:| Show without narration —
. I Manually
Keep going... [ | Show without animation . .
® Using timings, if present
|:| Disable hardware graphics acceleration
Pen colon & - Multiple monitors i

Slide show monitor:
Laser pointer colar: Q -

Automatic v

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.3 Customize Presentation Options and Views: Modify Presentation Properties
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Set Up Show: Monitors

The monitor that projects your presentation
onto the screen may not have the same ratio
or resolution as the one on your new laptop.
Let's review the options.

4. Try it: Review the Resolution
The sample presentation is open.
Go to Slide Show ->Set Up.
Click on Set Up Slide Show.

Review the Resolutions: In addition to Use
Current Resolution, the settings may go from

640 x 480, 800 x 600 (the default for Windows

XP) up to 1366 x x768.

The higher the resolution the better the quality

but it may be slow to render the images.

OK, That'll do for now.

Slide Show ->Set Up-> Set Up Slide Show

EH% 0 F.

B < s comn mawanos  ssmnon | woecs | v e

- Fiay Ve s
3 o . s
£ x =3 5 -
tem Prwm | P Cobmen e GeiUp  Sie e oo i
T T

& Upmime Lodremges:
L Frmamge
o l et P Ve

et byt

& Priemte o e wan fet rmeny w

Bl a4 e B umesi I ———

N

L et

g rge mpmnne
[

s

Multiple monitors

Slide show monitor:
Primary Monitor

Resolution:

Use Current Resolution

640 = 480 (Fastest, Lowest Fidelity]
200 = 600

1280 = 600

1024 = 768

12800= 720

1280 = 768

1360 = 768

1366 = 768 (Slowest, Highest Fidelity)

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Configure Slide Show Resolution
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Delivering Presentations =~ =i T E .Er .E@ EEF

This lesson demonstrated how to deliver -
PowerPoint presentations. We looked at ) From From Present Customn Slide Set Up Hide | Rehearse Record Slide
the Presentation Tools and rehearsed the _ Beginning Current Slide ' Online~  Show - Slide Show Slide ' Timings  Show~
Timings. The Timings were applied to the Start Slide Show Set Up

Slide Transitions, so they can be changed
if needed.

¥ Fy
o
FISHY, FESHY
E Il OO

i
3
4

A FISH TALE

All of these steps polish the show and
make the delivery more professional.

Coalry CaLNIHT
i, WTTH &

Now, practice, practice, practice. A show
is only as good as the person who is
delivering the presentation.

But first, you get the cookie.
You done good.
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Test Yourself

1. Which groups are on the Slide Show Ribbon?
(Give all correct answers.)

a. Start Slide Show

b. View

c. Projector

d. Set Up

e. Monitors

Tip: Advanced PowerPoint, page 184

2. How are the Presentation Tools accessed
while in a slide show?

a. Before the show, go to View-> Presentation
Tools

b. Before the show, go to File-> Presentation
Tools

c. During the show, run the mouse over the
bottom left corner of the slide

d. During the show, run the mouse over the upper
right corner of the slide

Tip: Advanced PowerPoint, page 185

3. In the Presentation Tools, what are the cursor
options available?

(Give all correct answers.)

a. Arrow

b. Normal

c. Pen

d. Marker

e. Highlighter

Tip: Advanced PowerPoint, page 186

4. In the Presentation Tools, what are the
Navigation options? (Give all correct answers.)
a. Next

b. Previous

c. Last Viewed

d. Go to a Specific Slide (eg. Go to Slide 4)
Tip: Advanced PowerPoint, page 188

5. Annotations are Shapes and can be modified
with the Drawing Tools Ribbon.

a. True

b. False

Tip: Advanced PowerPoint, page 190

6. You can only add pre-recorded sound saved

on your computer to a PowerPoint presentation.

a. True
b. False
Tip: Advanced PowerPoint, page 194

7. What are the Audio Tools Ribbons?
a. Format

b. Design

c. Editing

d. Playback

Tip: Advanced PowerPoint, page 196

Advanced Microsoft PowerPoint 2013 Page 208 of 291

8. Which are monitor options on the Slide Show
Ribbon? (Give all correct answers.)

a. Monitor Resolution

b. Monitor size

c¢. Monitor Showing Presentation

d. Use Presenter View

e. Projector settings

Tip: Advanced PowerPoint, page 199, 200, 201

9. What does the Speaker see when using
presenter view and a two-monitor set up?
(Give all correct answers.)

a. Current slide

b. Speaker Notes

c. Thumbnails of all slides

Tip: Advanced PowerPoint, page 200

10. Which is true about hiding a slide?

(Give all correct answers.)

a. Hiding a slide is the same as deleting it.

b. A hidden slide can be viewed during the slide
show by using the Presentation Tools

c. A hidden slide is marked with a null symbol
Tip: Advanced PowerPoint, page 201, 202



Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Proofing tools on the Review
Ribbon: Spelling, Research and Thesaurus.

2. Insert, Edit and Delete Comments.
3. Use Show Markup to make the

Comments visible or hidden.

4. Compare two presentations and accept

or reject the differences.

5. Protect a presentation with a password

and mark your work as final.

© 2013 Comma Productions, LLC

PowerPoint 2013: Sharing and Collaboration

Prepare to Share

Fd i et et L« ittt
_ L=} arant N AN ML ARAN | AR o oW W L= ol
P e — —
o i ¥
o B L] | 9% R E ﬂu
prliry Tameyh Thasms  Tusdss Leegage e Drisw Pocss e . T pampamy il

M !I'.I:Ilnlﬂl'lﬂ
L o
ABC = Y (:‘E;_-_. - —p
v a [ 3% aF | 7 Y
Spelling Research Thesaurus | Translate Language Mew  Delete Previous MNext
e = Comment -

Proofing Language Comments
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1. Readings
Read Lesson 7 in the Advanced PowerPoint
guide, page 209-238.

Project
Practice the Review options with a sample
presentation.

Downloads

Advanced Options.pptx

Advanced Options Complete.pptx
The Pere Marquette COMPLETE.pptx
New Product Line BEFORE.pptx

New Product Line AFTER.pptx

2. Practice
Complete the Practice Activity on page 239.

3. Assessment

Review the Test questions on page 240.

Lesson 7 : Prepare to Share

Review Ribbon

Spelling Research Thesaurus

lJ Proofing EJ iJ iJ Language

% &

Translate Language

v ia E

Review Ribbon, continued

Accept Reject

a Previous
3" Next

[/

End
Reviewing Pane peaview

75-8)9]

- -

Compare

Menu Maps

From the Review Ribbon.

1.

Review ->Proofing->Spelling, page 213

2. Review ->Proofing->Research, page 214

O©oO~NO O~ W

. Review ->Proofing-> Thesaurus, page 216

. Review ->L anguage->Translate, page 217

. Review ->Comments->New Comments, page 218
. Review ->Comments->Edit Comments, page 219
. Review ->Compare->Compare, page 222

. Review ->Compare->Accept, page 223

. Review ->Compare->End Review, page 224
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Mew
Comment =

€«
)

Delete Previous Mext Show

Comments ~ s

Comments

58

More Menu Maps

From the Backstage

1. Check for Issues->Inspect Document, page 225
2. Check for Issues->Check Compatibility, page 228
3. Check for Issues->Check Accessibility, page 229
4. File ->Info-> Protect Presentation, page 232

5. Protect Presentation->Encrypt with Password,
page 233

6. Protect Presentation-> Restrict Permissions,
page 235

7. Protect Presentation->Mark as Final, page 236
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Working with Colleagues

The Review Ribbon has tools to proof read and prepare your presentation for publication. This lesson will demonstrate how to review your
slide show with the folks at work and document their comments. The Review Ribbon includes proofing as well: spelling, research and
thesaurus. After everyone has their say, you can compare the markups and accept or reject the changes. When all is said and done, there
are options for protecting your presentation with a password and marking it final.

When you are ready, please start Microsoft PowerPoint.

Open O

e A PEN

JPT—

. i1 Computer

@ Recent Presentations
+ Add a Place

Current Folder

& Elizabeth Nofs's OneDrive My Documents

Recent Folders

Etl Computer

My Documents |
Desktop E

Advanced Microsoft PowerPoint 2013 Page 211 of 291
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The Review Ribbon

& e [ [IRTPRT, "y TEPRY NP
Before You Begin [ ] Hi“ sednt ;EWH; e MauTe WA viw . et ok
. . ~ a o R 4 q‘d
This lesson uses a sample PowerPoint ety B e .

presentation. You can use any slide show sty s _ vmarms
if you wish to practice the options on the + Seying by e
Review Ribbon.

1. Try it: Find the Review Ribbon P : o,
Open the sample presentation: ST Q D Dl n g E’ "}"'

Advanced Options.pptx : WOE‘JdS Oon d

Go to the Review Ribbon. . .
Snowy Evening

What Do You See? The Review options " .

are organized in groups.

Proofing

Language

Comments

Compare (not pictured)

Keep going...

Memo to Self: This screen shot shows the
sample presentation opened and Slide 1 is

selected. The purpose of these pages is to ABC ~¥  y - —p
demonstrate the Review options. You can ,/ (j\ | | a&) (ﬁ% ; ; ; E

use any sample presentation if you wish.

Spelling Research Thesaurus | Translate Language Mew  Delete Previous Mext Show
= © Comment - Comments =

Proofing Language Comments

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Proof Presentations (Review Ribbon)
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Review ->Proofing->Spelling

BEEH% OF et Dy b Bpeipant
Proofing: Spelling ? ws o _:m; T o 6 “—M o B o
There are three proofing tools: Spelling, oo et T T .;_., - e Gompe ,.:
Research and Thesaurus. Let's look at the el pmnaee mabiia

options for the Spell Checker. L

Before You Begin: Misspell a Word
Go to Slide 2 in the sample presentation.
Change "know" to "knaw"

;Spemng

LHis house s in the wvi

knaw

What Do You See? There should be a though;

red, wavy line under the word "knaw." lgnare Ignore All
2. Try it: Use the Spell Checker
Go to Review ->Proofing->Spelling. knew
k
The Spelling task pane should be available now
on the right. The misspelled word,"knaw," knag
is listed at the top. Several definitions for k
the recommended word are shown. You nap
can click on the audio button to hear the knar

word, too.

Ignore or Change the spelling. ElanaE A

Select a spelling: know.

Click Change.

Keep going... Al A
= distinguish
= understand

= EXperience

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Proof Presentations (Spelling)
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Review ->Proofing->Research

g d T [P ——— 5

Proofing: Research 1 T S e ST - e £
. . o B L] A% K F q-.:-
The Research command is a quick way to tpoiog Bt Trmns | Tt i e v fomm Mt | e | Crpee -

access information from the Internet while you
are working in PowerPoint.

g a2
3. Try it: Research a Phrase Tl -
Go to Slide 5 in the sample presentation.
Select the following words: harness bells. Resea IcC h v x
Go to Review->Proofing->Research.
Search for:

What Do You See? The Research Task Pane

harness bells B

will open on the right side. The words you

selected should be in the Search box. Encarta Dictionary: English [North An ™

& Back [«
The Search can use a reference book
(dictionary or Thesaurus) or a website. PR——— 4 Encarta Dictionary: English (Morth [
America)

4 har-ness (nowun)

Try This: Choose a Reference Book
Select: Encarta Dictionary: English.

Click on the arrow next to the Search box to
search the Dictionary.

harness [ 'h-nas] (harnesses)
1. straps for animal
a set of leather straps fitted to
an animal such as a horse so

that it can be attached to a
cart or carriage for pulling

The results should be listed immediately.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Proof Presentations (Research)
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Review ->Proofing->Research->Research Options

F = i
Proofing: Research Options [ = o o e s s N Ca :
. . . v B L] N q._-.
You can include other Research Sites in your s s timeee fumios impae i ottt | i G imims
options. Here are the steps.

4. Try it: Edit the Research Options
The presentation is open.

Go to Review ->Proofing->Research.
Click Research Options.

o g

e ETWICES

— B

TRTETT S S——

@ Get services on Office Marketplace Thesaurus: English (United States)
; . Thesaurus: French (France)
fQ, Research options... ) ]
Thesaurus: Spanish [Spain)
7 .
T -—F——+ 6% [N - e . Translation
Research Sites
You can select the Services and languages if Bing [Current Favorite]
you wish. For example, you can choose an ] Bing [Arabian countries, English)
educational service such as Encarta. There [] Bing [Australia)
are buttons at the bottom of the form to Add [] Bing (Canada, English)
Services, Update/Remove and Parental _ 9 S 9
Control. [ | Bing (India)
|:| Bing (Indonesia)
Click CANCEL and keep going, please... [] Bing {Ireland)
|:| Bing [Malaysia)
[ ] Bing (New Zealand)

Add Services... Update/Remove...

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Proof Presentations (Research Options)
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Review ->Proofing-> Thesaurus

detepraonl Cpnmy LAH - Poarlpny

FH b
EEE os v oeme areen  msanen  sensen - et

Proofing: Thesaurus

i 5 L o ¥ —
. L v 1L %A 5 o
A Thesaurus is different from a dictionary or oty Bt Tomms | T g T G P Mk | e | o :.E
encyclopedia. A Thesaurus organizes words — peas

by their meaning, not by spelling.

A Thesaurus has synonyms, antonyms and "
related words. Synonyms are different words et
that have almost the same meaning. i
Antonyms are words that mean the opposite. —
5. Try This: Use the Thesaurus :
Go to Slide 6 in the sample presentation. -
Select the word: downy Thesaurus
Go to Review->Proofing.
Click on Thesaurus. downy
What Do You See? The Thesaurus Task 4 <ilky (adj.)
Pane will open on the right side. The words ) '
you selected should be in the Search box. silky

soft
The Search returned several words that have vely
the same meaning and one that has the ety
opposite. When you click on the arrow to the furry
right of the word you will see Insert or Copy. feathery
That's the Proofing Tools. So far, so good. fluffy EE

rough (Antc By

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Proof Presentations (Thesaurus)
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Review ->Language->Translate->Translate Selected Text

-] o7 [P —————

Proofing: Language

There are two Language Tools on the Review

Ribbon: Translate and Language. Researc h
6. Try it: Translate a Word Search for:
Go to Slide 7 in the sample presentation. 2
Select the word: promises promises
Go to Review ->Language->Translate. Translation
Click on Translate Selected Text.

€ Back |~

What Do You See? The Research Task Pane
will open on the right side. The word you
selected should be in the Search box.

4 Translation

Translate a word or sentence.

From
Choose a Translation: . . -
From: English English [United States)
To: French To | French [France) e

Click on the arrow next to the Search box. Translation options..

Microsoft PowerPoint should return several

translations from various Online Bilingual 4 Bilingual Dictionary
Dictionaries. You can select the translated text 4 promise
and copy it if you wish. [pra:mis]
Try This, Too: Review the Language 1. nour promesse fEminin
iew -> > -
Go to Review ->Language->Language. Memo to Self: Please have someone proof read 2. transitive verb prometire;
You can select the Proofing language as well B e i il thing
hange the Language Options the translations! An Internet Search may not always o FANUESSY
as chang : list the right word! promettre de faire something;
Promise someone
something prometire

something & someone

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Language
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Review ->Comments->New Comment

s 07 P, — e —

Review: Comments ? ~ o :
You can use Comments to document a slide show. o e G P Yt | o o
Each person's comment is identified by name and pastng py smsres

date. This exercise works best if there are two or more
Comments. Please add the following:

1. Try it: Add a Few Comments

Go to Slide 1 and select the date.

Go to Review ->Comments.

Click on: New Comment

Type: Is this the date the poem was published?

Stopping By
Woods on a
Snowy Evening

Go to Slide 9 and select the Title.
Go to Review ->Comments.

Click on: New Comment -
Type: Should the Sections have the same Themes?

Go to Slide 12 and select the picture.
Go to Review ->Comments.

Click on: New Comment.

Type: Is this right picture?

Keep going... ROBERT FROST

192389

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.2 Track Changes and Resolve Differences: Manage Comments
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Comments

¥ New B |27

4 Hizabeth Mofs 5 minutes ago

5 this the date when the poem
was published?

Reply...




Review ->Comments->Edit Comments

=
4
3

n L2} % e e ] ¥ ’ r- »
Manage the Markups ? e o s _cene_ st . =a
2. What Do You See? The Markups look like = s s ot e G e k| e G e
little balloons. You can show or hide the ety o st i _ : 2

Markups by clicking on Show Markup. In the
example on this page, a Comment was added
to the date on Slide 1. When you run your
mouse over the Markup, you may be L _ngp r:,i nc By | rort
prompted: Click to show comments pane. 4

Woods on a | S
Snowy Evening ' =

Click to show comments pane.

What Else Do You See? Look at the Review
Ribbon. You can navigate through the
Comments by using the Previous and Next
buttons. These buttons are at the top of the

Comments Pane, too e |__p»| S D E

TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW

Edit or Delete the Comments. Delete has ; Mew  Delete Previous MNext Show Compare
three options: Delete the selected Markup, all Comment - Comments =
of the Markups on the current slide, or all of Comments v Comments Pane

the Markups in the presentation.

«  Show Markup
Just looking. Keep going... ,,.:/

|- 3

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.2 Track Changes and Resolve Differences: Manage Comments
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Review ->Comments->New Comments

T = QT

r
i
|
H
1

£

B v e e aarn i sensew i s it - J)

Care to Comment on That? 2 0 e
. . w 4 = A q,_.,
Say you sent this slide show to your team and e e i ok b Mt | | G e
they added their Comments. sitng e _— - i . 3

3. What Do You See? The Comments shown
on this page were added when the author sent
the sample show out for review.

Stopping

Woods on a

Each person's Markup is shown in the order
that it was added. The Markups are identified
by name and there is a date stamp.

Do This, Now: Save the Presentation

Go to File->Save.

Browse to your Documents folder.

Name the file: Advanced Options EAN.pptx
where EAN are your initials.

Click on SAVE.

Memo to Self: You can try these steps with
another student or friend if you wish. E-mail
the presentation and ask them to add a New
Comment, Save the changes and E-mail the
slide show back to you. If that is not an option,
you do not have to complete this example.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.2 Track Changes and Resolve Differences:

Snowy Evening

*|__,;|New

Hizabeth Mofs Yesterday

s this the date when the poem was
published?

Reply...

Clair O Yesterday

Yes it is. He wrote the poem in 1922 and
published it in his volume MNew Hampshire
in 1923,

http://fen.wikipedia.org/wiki/
Stopping_by_Woods_on_a_Snowy_Evening

Reply...

Manage Comments

Advanced Microsoft PowerPoint 2013 Page 220 of 291



u!"!E]

Home ->Slides->New Slide->Duplicate Selected Slide

EE % 0 F.
B < s e Ao sl ROIBOW  HWe VW

Compare Presentations —i =
PowerPoint can compare and combine different == ™ e
versions of a presentation. Here is the plan:
There will two different copies: the Advanced
Options EAN show we just saved and the one
we will save as Advanced Options Complete.

v Tt Coomghns Bt

4 Lo, the Winter is Past

.
¥ ot P gy et

In the "Complete" version we will add a duplicate
slide and delete a different slide. Then, we can
compare them.

1. Before You Begin: Save the Presentation
Go to File->Save As.

Browse to your Documents folder.

Name the file: Advanced Options Complete.pptx

Click on SAVE. Winter

Do This, Too: Change the Presentation
Select Slide 12, the last slide.

Go to Home ->Slides->New Slide.

Click on Duplicate Selected Slides

Right-Click Slide 9: Song of Solomon. 1 The Rain & Dver and Gens

Click on Delete Slide.

Save again. Keep going...

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.1 Insert and Format Slides: Duplicate Existing Slides
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Duplicate Slide
Delete Shide
Add Section

Publish Slides

Layout r
Reset Slide

Hide Slide



Open Two Presentations to
Compare and Combine

2. Try it: Compare Two Presentations
Advanced Options Complete.pptx is open.

Go to Review ->Compare->Compare.
Browse to the Documents folder.

Select the original copy of the show: Advanced
Options.pptx .
Click on Merge.

Keep going...

Organize «

>
1 Libraries amr.u.l‘
@ Documents m

dtl Music A Flsh Tal EAM Advanced Advanced
[ Pictures Options Options
—_ Complete

Review ->Compare->Compare

FEH S 0% it Copraps Comgding . st .
- oA GGIET DRI TRAMGTIOML  AMBMTOMT  MEHBEOW  moim | VW tsamars vt + JY
e o * —_ .
i i, R b =
S - semirbe

T harquagm  Frm P P Mot

] b

T @ ¢ Libraries » Documents » v | O Search Documents 2

New folder = «+ [ @

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.1 Merge Content from Multiple Presentations: Merge Multiple Presentations
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Compare and Combine

3. Try This, Too: Review the Revisions
Each slide that is different will be listed in the
Reviewing Pane on the right side. The
Revisions can include formatting, size,
positioning as well as text edits.

€' Previous E__U
2" Next ﬁ
Accept Reject End
- . L& Reviewing Pane peview
Compare

You can Accept or Reject this one Revision, all
of the Revisions on this slide, or all of the
Revisions in the presentation.

You can also go through the Revisions with the
Previous and Next buttons.

Each Revision that has been Accepted has a
little check mark.

Keep going...

Review ->Compare->Accept

FH% o et Dt Commghms - Bosariurt

[ T T r——— wow

W

Ok 1o a3d rote

Elizabeth Mofs
Slide changes: Inserted “Song of Solomon”

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.2 Track Changes and Resolve Differences: Modify Options for Track Changes
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¥ Slide % Song of Solomaon
| Slide 13: Flowers Appear on the Earth
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7‘.,',:"’ Review ->Compare->End Review
BEHS 8% gt Dopratis Commging - PsmsacPint .

Compare: End ReVieW 3 i:u m.lli-:h‘;;_‘ TR u-;llnn-. uﬁ: Rl | P r— Q ] [ l
Say you looked through the revisions and et fourt -T-x-w o O P et | B el
didn't want to save any. You can end the “« _ srma, tngn i : -
review and discard any changes from the " Fiavisions T
comparison. The two presentations will not be ¢ Lo o W ::h:“
merged. T

Go to Review ->Compare->End Review. 7

You will be prompted by a confusing question.
The wording is odd, but the answers are:

Yes: Discard the Revisions Bl
No: Return to review and merge the shows

[
|| o Driemams gSn ind maa oy g el
o A maaimen win Tasrr dppaw w i

9
L
Flowers Appear™
4. Try it: End the Review - e .-EE o
The two presentations are still open. |
W

Click Yes. Discard the Revisions and end the
review. Very good. That's the Review Ribbon.

0 Are you sure you want to end the review for "Advanced Options Complete.ppbx’? This will end the review, and any unapplied changes will be
discarded.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.1 Merge Content from Multiple Presentations: Merge Multiple Presentations (Compare and Combine)
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Prepare for Sharing

Your presentation may have Comments and
Properties that should not (not ever in some
cases!) be published. Before you share your
presentation, you should go to the Backstage
and Check for Issues.

1. Try it: Check for Issues
Go to File ->Info->Check for Issues.

What Do You See? There are three ways to
Check for Issues. You can:

Inspect Document

Check Accessibility

Check Compatibility

Select: Inspect Document.

Keep going...

File ->Info->Check for Issues->Inspect Document

atvmrand gy Complans - Fosarfary

nfo

G | T e S

— o e e bt g -

P —
o o Inspect Presentation

Before publishing this file, be aware that it contains:
Check for Comments
Issues -

FWE [ & Inspect Document
i Check the presentation for hidden properties
or persenal information.

Check Accessibility

Check the presentation for content that pecple
with disabilities rmight find difficult to read.

IEE Check Compatibility
Check for features not supported by earlier
versions of PowerPoint.

Document properties, author's name and cropped out image data
es are unable to read

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Remove Presentation Metadata
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Inspect Document
2. Try it: Use the Document Inspector

=
4
3

The Document Inspector will check for: od Options Complete m
Comments and Annotations " - _ Y

Document Properties and Personal Information ' B | ]| TTemsemmmasmm—

Task Pane Apps T e st

Custom XML data ‘ L T

Invisible On-slide Content - 5| Inapect Presentation T mm——

Off-slide Content e il T =T O

Presentation Notes - il P | e——

LTI T VRO 04 7Y Tl T P il Sb el Ty Pl D48
Spmamag g T et St + L]

Click Inspect and keep going... e = W ———
. gty et e e 30 ) PR T PSR e D el T B e
e

o Prmantgha. Watey

mmints b e e g s g e e e e e

Pt | e

To check the document for the selected content, click Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document. ‘

Task Pane Apps ﬁ
Inspects for Task Pane apps saved in the document.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Remove Presentation Metadata
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Review the Inspection Results
3. Try it: Review the Inspection Results

Say the Document Inspector found Comments and
Personal Information. You can evaluate the results
and choose to Remove All for each concern.

Click Close to return to the presentation.

Memo to Self: Look at the bottom left corner of
the Document Inspector. There is a small warning
that should be noticed. The warning sez that

"some changes cannot be undone...
Take heed!

Review the inspection results.

File ->Info->Check for Issues->Inspect Document

- (i pmare gargamay
*durnsa
+ Pt rap et mmanan
& s P g
[ e T
Vo i AL s s Himd

- ) e e e e
VErSaone [ -

et Eastandadid s SRR SLLV

i i sl Vo g Tt P s Ve O

D ity + Y
Ly g Al e b
T i ———
- Canmmiony
(e manns Pregartan. g Paruas wdssm g Brmper bd

Comments and Annotations

The following items were found:
* Comments

Document Properties and Personal Information
The following document information was found:

* Document properties
* Author
* Picture crop information

Task Pane Apps

We did not find any Task Pane apps for Office.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations

5.3 Protect and Share Presentations: Remove Presentation Metadata
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File ->Info->Check for Issues->Check Compatibility

:} Check Compatibility R
Not everyone has the latest version of
Microsoft PowerPoint. When you run the
Compatibility Checker, you can look for
features that are not supported in earlier
versions of Microsoft PowerPoint.

Bretect Praseilatian Fropenes -
e S —— - v

4. Try it: Check Compatibility
Go to File ->Info->Check for Issues.

Select Check Compatibility.
The following features in this presentation are not supported by
earlier versions of PowerPoint, These features may be lost or

What Do You See? The presentation in this ) A A
degraded when you save this presentation in an earlier file format.

example has sections. Sections are a new
feature in PowerPoint 2010. The Compatibility

Checker also flagged the Shapes. summary Dcourrences

The shape can no longer be edited, although any text in it 2
If you chose to save the presentation in the can be edited when using earlier versions of PowerPoint. Hel
PowerPoint 97-2003 formats, the sections [5lide 9, 11) neB

would be lost, although all of the slides would e ; _ Slides will no longer be grouped into sections. 1
still be there. The Shape would be saved as Hed

pictures in the old 97-2003 file format.

Keep going...

Check compatibility when saving in PowerPoint 97-2003 formats.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Check for Compatibility Issues
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File ->Info->Check for Issues-> Check Accessibility

Aavarad O Commghns - Bosarbunt

:} Check Accessibility

Accessibility is defined as providing options for
people with disabilities. Microsoft PowerPoint can
check for known issues such as Reading Order,
Alt Text for pictures and Captions.

5. Try it: Check Accessibility

Go to File ->Info->Check for Issues.

Select Check Accessibility.

Predect Presentation Frogenes ©

i b Ay ol 1 bty g« . ey s ey prrnad s, - 1wy

Felated Dates
Keep going... s

s P

Inspect Presentation
Before publishing this file, be aware that it contains
Check for Comments
|ssues ~ ) . )
Document properties, author's name and cropped out image data

x Inspect Document es are unable to read

& . . .
¥| Check the presentaticn for hidden properties
or personal information.

|jb. Check Accessibility
Check the presentation for content that people this file.

with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier

versions of PowerPoint,

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Check for Accessibility Issues
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File ->Info->Check for Issues

- s o F R Dpteasnd [ pmgirnt - Posiaibgumn Ty
Accessibility Issues e m c e oen g D -
6. Try it: Review the Inspection Results et ot s | e Gt b k| | Gompe et
The Accessibility Checker will display a list of L - ACCE‘SS | bl | |t’y’ Ch ec ker - %

ERRORS. The errors are grouped by topic. S N
The group can be expanded to all of the . q
errors if you wish. Inspection Results
When you click on an error that object in the ERRORS

presentation will be selected.

4 Missing Alt Text
Picture 4 (Slide 1)
Content Placeholder 15 (Slide 2)
Content Placeholder 5 (Slide 3)
Content Placeholder 5 (Slide 4)
Content Placeholder 5 (Slide 5)
Content Placeholder 7 (Slide @)
Content Placeholder 5 (Slide 7)
Picture 4 (Slide 8)

What Do You See? Each error has
additional information explaining why this
error should be addressed and what steps
you can take to fix it.

This is an important issue and one that
should be completed before you share your
presentation.

Enough said.

TIPS

Additional Information v
Why Foc
Alternate text helps readers

understand information presented in
pictures and other objects,

How To Fibc:

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Check for Accessibility Issues
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Compress Media

If you are going to deliver this presentation on a
another computer, you can Compress Media to
reduce file size and improve playback. This
process will review your presentation for media

and other issues.

Before You Begin: Open a Different Show
Go to File->Open.

Browse to your Documents Folder.

Select a Presentation: The Pere Marquette.
This show has an embedded video.

7. Try it: Optimize Media Size and Performance
Go to File ->Info->Compress Media.

What Do You See? The example on this page
shows that there is one video that was added to

File ->Info->Compress Media

Info

st Presentation

el bty o bt el iy b o

—

Media -

the presentation. There are four options: '“E* " Presentation Quality

Presentation Quality

Internet Quality
Low Quality
Undo

The Media Optimizer reminds you that

)] . L
A 'm, Save space while rmaintaining owerall

audic and video quality.

"s_ ¢ Internet Quality

A K Quality will be comparable to media
which is streamed over the Internet,

compressing media may affect the quality!

"‘sm ﬁ Low Quality
A K Usewhen space is limited, such as

when sending presentations via e-mail.
Exam 77-422: Microsoft PowerPoint 2013

5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Compress Media

Advanced Microsoft PowerPoint 2013 Page 231 of 291

T

u Media Size and Performance
i)

AR Save disk space and improve playback performance by compressing your media
Compress files. Compression might affect media quality.

Media files in this presentation are 2.2 ME.

erformance
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File ->Info-> Protect Presentation

Protect a Presentation

By default, there is no security on a
Microsoft Office document: anyone can
edit everything. As you prepare your
presentation for delivery or broadcast, you
may want to consider marking it Final,
adding a password or restricting who can
edit your work.

1. Try it: Protect Presentation
Elther sample presentation can be open.
Go to File ->Info->Protect Presentation.

What Do You See? There are four
options for protecting your document:
Mark as Final

Encrypt with Password

Restrict Permission by People

Add a Digital Signature

Let's look at the options.

Encrypt with Password

Require a password to open this
presentaticn.

1 T
1

Praretor Bnrepas

Protect Presentation

Control what types of changes people can make

Mark as Final

Let readers know the presentation is
final and make it read-only.

ware that it contai
juthor's name

lisabilities are una

Restrict Access
Grant people access while removing 4

their ability to edit, copy, or print.

D Add a Digital Signature
# Ensure the integrity of the presentation

1ions of this file,

by adding an invisible digital signature.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations

5.3 Protect and Share Presentations: Permissions (Remove the Password)

Advanced Microsoft PowerPoint 2013 Page 232 of 291



rﬁ
7‘.,,,:" File ->Info-> Protect Presentation->Encrypt with Password

Encrypt with a Password ey .

You can encrypt a presentation with password. A strong
password includes numbers and letters. It should NOT
include your last name.

=
4
3

2. Try it: Encrypt with Password

Go to File ->Info-> Protect Presentation.
Click on: Encrypt with Password.

Type: password

Encrypt the contents of this file

Password:
Click OK.
Confirm the Password. Type: password kol
Click OK.

Caution: If you lose or forget the password, it
cannot be recovered,. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Try This, Too: Test the Password.

Save the presentation.

Close and Open the presentation.

When you open a presentation that is password
protected, you will be required to enter the password.
Keep going.

ok | | cancel

Memo to Self The screen reminds you to keep a list of
your passwords: write it down! There is no UNDO for
passwords, neither is there a secret password recovery  Never use PASSWORD as a

program. password. A password needs Enter password to open file

at least 8 characters and it
The P Marquette EAN. ppix
should include letters and SRl =

numbers. Bassword: | *sees|

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Permissions (Encrypt with a Password)
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Change the Password
Say your password was shared far too many
times. How do you change the password?

3. Try This, Too: Change the Password
The sample presentation is open.

Go to File ->Info-> Protect Presentation.
Click on: Encrypt with Password.

What Do You See? You will be prompted to
enter a new password.

Memo to Self: If you wish to remove a
password, simply delete the old one (shown as
bullets for security reasons.)

The Computer Mama Sez: | was looking allllll
over for some "Remove Password" button. |
couldn't believe it was as simple as deleting
the password that was typed.

File ->Info-> Protect Presentation->Encrypt with Password

Mecka Sire and Peiloimands

fenm sk gt et g Py b et st by ey, s s
Vg Vi, ¢y, g SRR k. g,

o B W P o4 T ot e o
B b et e e
ey mpys 41 g s ey

Brrypd e ey o b By
P

Frolect Presentation
B B P s e b s P

Inspecl Preseniaton

Encrypt the contents of this file

Password:

Cautiorn: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

ok | | cancel |

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.4. Protect presentations: Restrict Users
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Restrict Permissions

There are two methods for protecting the information
in a PowerPoint presentation: a Digital Signature and
Restrict Access. Both options require a Server, so
you do NOT have to practice these steps.

4. Consider It: Use a Digital Signature

A Digital Signature is another method of
authenticating that the information in this presentation
is secure. The purpose of the Digital Signature is to
validate the integrity of your file. When you Sign a
document, you will be asked to state the purpose for
the signing. The sign indicates who is signing but you
can Change the signer if you wish.

Consider This, Too: Restrict Access

By default, PowerPoint presentations have
Unrestricted Access. However, some documentation
is very sensitive and can only be opened by
authorized users.

You can Restrict Permission by People with a
Digital Rights Management Server. DRM relies on a
server to authenticate trusted users.

Please keep going...

File ->Info-> Protect Presentation->Restrict Access

Protect
Presentation =

Mark as Final

fo7

Let readers know the presentation is
final and make it read-only.

Encrypt with Password

Require a password to open this
presentation.

J

Restrict Access

Grant people access while removing
their ability to edit, copy, or print.

—
-

Add a Digital Signature
Ensure the integrity of the presentation

[

by adding an invisible digital signature.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations

5.3 Protect and Share Presentations: Permissions (Restrict Access)
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ware that it contains:
juthor's name
lisabilities are unable to read

Connect to Rights Management Servers

1ons of this file.
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Mark as Final!

Everyone had their say. The comments,
corrections and permissions have been
decided. It is done. Mark it as Final!

5. Try it: Mark as Final
Go to File ->Info-> Protect Presentation.
Click on Mark as Final.

What Do You See? When you mark a
presentation as Final it will be saved as Read
Only. The Permissions will be updated in the
Backstage as well.

Allllimost finished with this, too...!

File ->Info-> Protect Presentation->Mark as Final

eka Sz and Peitammande Fropres -

Prodect Presentation
E i sl Sy 8 by e

on Ty JEURrne s B AT M T ey

o= Saearl

P a1 Prirarlatae
Brbsar ooy ha Ui, e sk st 8 i m

Feelgted Prophs

This presentation will be marked as final and then saved.

| ok | | cancel

Protect Presentation
? [& This presentation has been marked as final to discourage editing.

Presentation ~

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Permissions (Mark as Final)
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File ->Info-> Protect Presentation->Mark as Final

Tt P Mg ERM [t Doy ] - Pl

(- ] [
Final Final Final E-::»H r.- PiH  TRAMETSML  BMRATOMT  MGEHOW  HE W
6. What Else Do You See? When a user

opens your presentation, they will see a

security banner that says: Marked as Final. -

At the top of the window, this presentation is
marked Read Only. A user can choose to Edit
Anyway, but they will have to save the
presentation with a new name.

The Pere
If a document has been edited, it will no longer - M O rq U eTfe

be Marked as Final.
Done and done.

BHS OB -
FILE HOME INSERT DESIGM TRAMNSITIONS AMIMATIONS

0 MARKED AS FINAL An author has marked this presentation as final to discourage editing.

The Pere

Marquetie

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Permissions (Mark as Final)

Advanced Microsoft PowerPoint 2013 Page 237 of 291

The Pere Marguett
SLIDE SHOW

Edit Anyway




& o v it (gt LA Prmsefions - Ly

- O Brant DM TRAME T AN AT WO 0w ol W (B l
T A g - —
I e ¥ *
[, = m A q._-.
e Rapeerit Tovmt R | Mo iviats Porvirms Siut | [RRR | Sompen ikt
- | e f- =, Moot

This lesson focused on the Comments S
Review Ribbon: Proofing,
Language, Comments and _ )
Compare. Stoppin

s on ¢

:} Summary | B = | .

el

Ianberith Hoohy, Firirribry.
B gy
poderat”

D Vestehay
e i i o i g o4 T
B bt rutarrs Hore Harmgpatrs

We also looked at the options to

protect a presentation with a o
password and mark it as Final. o
Well, you done good. Comments
You get the cookie.
#J New el R !

OK, OK...Take Two!

4 Hizabeth Nofs 3 minutes ago
Is this the date when the poem

was published?
Reply...
Protect Presentation g
.ﬁ [:ﬂ,; This presentation has been marked as final to discourage editing. .I""‘ .

Protect
Presentation ~
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Practice Activity

Lesson 7: Prepare to Share
Before You Begin: Start Microsoft PowerPoint.

Download the following files:
New Product Line BEFORE.pptx
New Product Line AFTER.pptx

Try This: Do the following steps

. Open the sample presentation New Product Line AFTER.

. Use the spell check tool and correct the errors.

. Use the Thesaurus tool and find a replacement word for Baby on Slide 2

. Delete the comment on Slide 1. Add the current date to the slide.

. Add your own comment to Slide 3. In the comment, add the text, Available in green, red, and white.
. Use the Compare document command. Select the sample presentation New Product Line Before.

. On Slide 2, accept the following changes: Added Baby Shirt. Reject the change Added Tank Top.

. On Slide 3, accept all the changes to the slide.

. On Slide 4, accept all the changes to the slide.

10. Save the document as Advanced PowerPoint Practice 6.

11. Use the Document Inspector Tool. Remove all Comments and Annotation. Keep the remaining items.
12. Mark the Document as Final.

13. Save the Document.

O©CoO~NOOAWN=
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Test Yourself

1. What are the three Proofing Tools?
a. Spelling

b. Research

c. Thesaurus

d. Dictionary

e. Translate

Tip: Advanced PowerPoint, page 213

2. In the Research Pane, what is the
default search engine?

a. Google

b. Yahoo

c. AOL

d. Bing

Tip: Advanced PowerPoint, page 215

3. Only one person can add comments to a
PowerPoint presentation.

a. True

b. False

Tip: Advanced PowerPoint, page 220

4. What does the Document Inspector
check for? (Give all correct answers.)
a. Comments and Annotations

b. Personal Information

c. Invisible On-Slide Content

d. Off-Slide Content

e. Presentation Notes

Tip: Advanced PowerPoint, page 226

5. Which option reviews features not supported
by earlier versions of PowerPoint.

a. Document Inspector

b. Compatibility Checker

c. Version Review

d. Issue Checker

Tip: Advanced PowerPoint, page 228

6. Which is true about PowerPoint passwords?
(Give all correct answers.)

a. Can be added to a presentation to protect it
b. Microsoft can reset your password if you
forget it

c. Should include both numbers and letters
Tip: Advanced PowerPoint, page 232

7. Restricting Users requires a Digital Rights
Management Server.

a. True

b. False

Tip: Advanced PowerPoint, page 235

8. Which is true about a presentation Marked as

Final? (Give all correct answers.)

a. Includes a banner at the top of the
presentation to discourage editing

b. Includes the option to edit anyway
c. Document is set to ‘Read Only.’
Tip: Advanced PowerPoint, page 236

9. Any translation should be reviewed for
accuracy.

a. True

b. False

Tip: Advanced PowerPoint, page 217

10. Which of the following are options to
protect a presentation?

(Give all correct answers.)

a. Mark as Final

b. Encrypt with a Password

c. Restrict Permission by People

d. Add a Digital Signature

Tip: Advanced PowerPoint, page 235
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Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Create Handouts, Outlines, Speaker Notes and
adjust the Print Settings in the Backstage View.

2. Save a presentation in different file formats,
including an OpenDocument Presentation (odp).

3. Save a presentation as an Adobe Acrobat PDF
file or a Microsoft XPS file.

4. Save a presentation as a show (ppsx), a picture
presentation or a picture file (jpg).

5. Package a presentation for CD delivery.
6. Save & Send a presentation by E-mail.
7. Save or Publish a presentation online.

© 2013 Comma Productions, LLC

PowerPoint 2013: Sharing and Collaboration

¥ Live! Online and in Print

ll’imic time for Teddy Bears
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%43 Lesson 8: Online and In Print

-]
Notes Master Ribbon

1. Readings FILE NOTES MASTER | HOME

Read Lesson 8 in the Advanced PowerPoint

INSERT REVIEW VIEW

guide, page 241-285. F\'ﬁ« H:l | Header | Date N2 B Colors -

. ] +| Slide Image |+ Body m— @ Fonts ~
Project Motes Page  Slide Themes
A new presentation to practice the print Orientation = Size- | - Footer | Page Number - [O] Effects ~
settings and review Save & Send options. P: lJ‘EtuP Placeholders Edit Theme
Downloads Menu Maps More Menu Maps

e . From the Backstage

The Teddy Bear's Picnic.docx From the Notes Master Ribbon. 1. File ->Print, page 254
The Teddy Bear’s Picnic 2013.pptx 1. Notes Master ->Placeholders, . File ->Print-> Settings, page 255
Henry Halls BBC Dance Orchestra - page 253 . File ->Print-> Settings-> Handouts, page 256

Teddy Bears Picnic 1932.mp4
Teddy1.qif, Teddy2.qif, Teddy3.gif,
Teddy4.qif, Michigan-Balloonfest-8.qif,
Ways to Save Money Outline.docx

2. Practice
Do the Practice Activity on page 286.

3. Assessment
Review the Test questions on page 287.

. File ->Export-> Create Handouts, page 257

. File ->Export->Create PDF Document, page 261

. File ->Export->Create PDF/XPS Document, page 265

. File ->Export->Change File Type, page 266

. Change File Type->OpenDocument Presentation, page 267

. Change File Type->PowerPoint Show, page 268

. Change File Type->PowerPoint Picture Presentation, page 269
. Change File Type->JPEG File, page 270

. File ->Export->Create a Video, page 271

. File ->Export->Package Presentation for CD, page 273

. File ->Info-> Compress Media, page 276

. File ->Share->E-mail, page 277

. File ->Share->Invite People (SkyDrive), page 278

. File ->Share->Present Online (Lync Meeting), page 281

. File ->Share->Post to a Social Network, page 284
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Picnic Handout

— | @Righic time for Teddy Bears

? - L]
ree Going Live!
So, we explored each of the creative Ribbons in PowerPoint and used the options to create wonderful presentations. The last

lesson is all about sharing PowerPoint: In print and online. The print options will include handouts and speaker notes. We'll also
learn how to save and send PowerPoint in many different file formats.

The Teddy Bear's
Picnic.mpd

Advanced Microsoft PowerPoint 2013 Page 243 of 291
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Before You Begin
Before You Begin: Download the Samples

This lesson creates a presentation from an outline.

The outline, The Teddy Bear's Picnic, is a
Microsoft Word document.

Please download the sample outline in Word. You
can save the teddy bear pictures to your
Documents folder as well.

1. Try it: Add Slides from an Outline
PowerPoint is open: a new, blank slide show.
Go to Home ->Slides->New Slide.

Select: Slides From Outline...

Browse to your Documents folder and select the
The Teddy Bear's Picnic.docx

Keep going...

Memo to Self: You can use your own pictures if
you wish. You do NOT have to match the images
in this lesson. It is more important that you
understand the options.

Home ->Slides->New Slide->Slides From Outline...

F e Q% [ ——
[ R I v e —
. ot | para w0 -l o 8 = oy . 124 Tt ot - gt L
SR e PR T T N S baseunll ysen
) (e Thewe b et — [
Click to add subtitle
FR— R
H - H
Blank Content with Picture with
Caption Capticn

5] Duplicate Selected Slides
r|:'| 5lides from Qutline...
=] Reuse Slides...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Import Word Document Outlines into Presentations
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rhra, Home ->Slides->New Slide->Slides From Outline...
FEH % 0F. LRSI S F @ - A X
. . | I e T el . |
2. Try it: Review the Slide Outline St Gl e s R | S oot s | = 5= (| 5 | e e DO | b
R . Was lode Poagr Waw | Maier Masier Masie by i Bk ol Wl g, T e "
There are two methods for navigating a Pt v L e Bam | o ware v =

presentation: Slides and Outline. Please select ===
the Outline View. ey

What Do You See? There should be 21 slides
that were created from the text outline in Word.  *
The first slide in this presentation will probably  «
be blank. -

The Teddy Bear’s Picnic

= = EIE -
EREENEENEIREE
Mormal Outline Slide Motes Reading | Slide Handout Motes
View Sorter Page View Master Master Master

Presentation Views Master Views

Try This, Too: Edit the Title Slide
Go to Slide 1. .
Type the Title: The Teddy Bear's Picnic

Keep going...

1] The Teddy Bear’s Picnic —

2 If you go down in the woods today you better
not go alone

3 It's lovely down in the woods today but safer to
stay at home

4  For every bear that ever there was will gather
there for certain

5 Because today's the day the Teddy Bears have
their picnic

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Import Word Document Outlines into Presentations
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T Design ->Themes

Feg
BEHS 0F. Tha Vot Baa's Puonet - Ppmariiosns f® =8 X ‘
Design: Theme l-lhd et : [t TRaMi TS .n-nhmn oW Hvim W . oot bioby + .
K 1 e 3
3. Try it: Apply a Theme = s ..’-—-—’ et 8
Go to Design ->Themes. : Ee Gt -
Select a Theme. T3 Tty B e al '

2w o s o s — U
. e O > . e
The example in this lesson uses the Aspect ’{ o o7 o 0k My |
Theme. You do not have to match the same s N = oe
Theme.

The Teddy Bear’s Pi

Click 1o sdd substitlo

Keep going...

1

Aa ’Aa

Themes

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation: Apply Presentation Themes
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Insert the Pictures

This is the Teddy Bear's Picnic. It's time to
invite the Bears. You can use the sample
pictures or add your own if you wish. Your
images do NOT have to match this page.

4. Try it: Insert Picture

Select Slide 1.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Double click to select a picture.

Please add a picture to each slide.

Try This, Too: Format the Pictures
Select the picture on any slide.

The Picture Tools should be available.
Go to Picture Tools->Picture Styles.
Please select a Style and edit the Effects.

Keep going...

Memo to Self: You can use the Format
Painter on the Home Ribbon to copy your
picture formatting to all of the images.

Insert ->Images->Picture

EH% 0 F Fing Tadkty s v - Pomlpmnt PP PO
B < s pen Tuanon  ausAhon ROILOW  HWe W | s
- - e L A — . o Bnncher -
] - el o g F e (] P g e E = -
Bl g Fubrn - s = T T
Bemwve | Cormior Gole Meinin = =
Becigeoned = ity - 3 Rt Pt 5, Pt Lyt

k]

[

k]

Picture Styles

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Apply Styles
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Add the Slide Transitions
5. Try it: Add a Slide Transition

First, select all of the slides.

Go to Home->Editing->Select->Select All.

Next, change the View.
Go to View->Presentation Views->Slide Sorter.

Now, add the Slide Transitions.
Go to Transitions ->Transitions to This Slide.
Select a Transition: Dissolve.

What Do You See? Each slide should have a star.

Keep going...

Transitions ->Transitions to This Slide
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gy
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g
b

RS ~
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!:l @

Airplane

1" i
i
Origami Dissolve

=

Checkerboard

12

Blinds

a8 =

Clock

2

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slide: Insert Transitions Between Slides
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Th Animations ->Animation
feg
BEHS &% R —— Ty - ¥ 6
Add the Animations I v R S e S
) e L h ok r & A o & & o Bt (W
A little animation goes a long, long way. fromm | s bppe - B - . . o [ B e |G

- [as—, e [PRmppe—— — -

However, it's so much fun. In the example L
shown on this page, the presentation is back in

Normal View and a hot air balloon has been '

added to Slide 14. The balloon picture is
1 - : Bihey love to play and shout

selected.

What Do You See? The balloon should slowly  prsrems- o
fly to the top of the slide when you click the
mouse or keyboard.

6. Try it: Add an Animation

Go to Animations ->Animation.
Select an Effect: Fly In.

Go to Animations ->Timing.
Edit the Duration: 2:00

Try This, Too: Preview the Animation
Go to Animation ->Preview.

Fly In Float In Split Wipe Shape _| Effect
Options ~

Animation Fa

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Shapes
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7. Try it: Record the Timing

Slide 1 is selected.

Go to Slide Show ->Set Up.

Go to Record Slide Show.

Click on: Start Recording from Beginning.

What Do You See? Your presentation
should open in Slide Show View. The little
media player will record the time as you
advance through your slides.

Q=
OO

= [l o004 & 0:00:29

When you reach the end of your show,
please keep your timings. Click: Yes.

lj\ /T_\I | Play Marrations
@ (.

] ¥ Use Timings
SetUp  Hide | Rehearse Record Slide _
Slide Show Slide ' Timings Show- - Show Media Controls

Set Up

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Record Slide Show Timing
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Add the Speaker Notes

Speaker Notes can help the presenter
remember the speech. The Notes can also be
printed as a handout for the audience.

8. Try it: Add Speaker Notes
Go to View->Presentation Views.
Click on Normal.

What Do You See? The Speaker Notes can
be added in the Notes pane beneath the slide.
In the example on this page, the first sentence
from a webpage has been pasted here.

What Else Do You See? The Speaker Notes
can include hyperlinks.

Memo to Self: Please cite your sources!
Otherwise, it comes real close to plagiarism,
hmmmm?

View ->Presentation Views->Normal

LGRS I Toe Trty Bt P - Pt
| I v T L Thatmes. biohy
(3 w~ [(HQ [N g~
Mpmmgl Oidimy \idy Sbey Bmpebieny Vel Hamdlosd Fondes - u.n.. Dot Ml | e Frem :““" PP P
Werw losin Page  Wew | Mmie Maie Maie e Wi | Bk WA gy S T onghenan, -
g gy g e Bam [ e e
" PR y The Teddy Bear's Picn
Click bor sk sublith
-
k |
. r X 1
]
| “Taskdy Bowrn’ Plonds™ i & wong gl s By romgone fohn Walter Brafion, wetten o 07, and hyvics scided by b
m'mnmum—-m-u:ﬂm‘-—uh—ql—-
4 P Beraay’_Picric
= W pie 3 i |
CETEEE ™ o [ '
B2 oz [T prdl -0 Bt .

"Teddy Bears” Picnic” is a song consisting of a melody by American
Jimmy Kennedy in 1932. It remains popular as a children’s song, havil
From Wikipedia:

http://en.wikipedia.org/wiki/Teddy_Bears’_Picnic

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print Or Save: Edit Speaker Notes
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?;,,.% View ->Presentation Views->Notes Page
EE %0 F Tha Testy By Fmet - Fsariain F ™ - A X
View the Notes Page - lﬁl» an:\ua TR e A_’:l.un uu::mr-.:un;u:a Y T i l
The presenter can see the Notes during the b ot e [ favdeg | i Voot tie |~ B i | e | 2= ienye | s (P

show. These Notes can keep your speech on Pretrtan e s v
topic and accurate.

Beam [ o CEEs -

You can print the Notes as well. Here are
some options you can choose.

The Teddy Bear's Pl
9. Try it: View the Notes Page

In the screen shot on this page Slide 1, which
has information entered in the Notes pane, is

selected. "
<mr*ﬁ'ﬁ‘-“:u‘i‘.u'ﬂnnj-lﬂnMi:lhlthvh'd::m!m T -
Go to View ->Presentation Views. e Mo e T — R :

Click on Notes Page. e b L

Frow Wikiprd
it Sirn arbgerihs o e Teddy_Bran_Para:

What Do You See? This a good preview of
how the Notes Pages will print. The slide is
shown on the top third of the page. The Notes
are shown below.

ElEEEE
= 5 B

You can edit the default layout if you wish. Normal D:.tlme SS;'dE rgﬂtﬁ R‘:?dmg rjhde H;lndﬂm :l,lﬂtﬁ X
Please go to the next page. 1Ew rier ESEEN View L

Presentation Views Master Views

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Edit Speaker Notes
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rf,_.', Notes Master ->Placeholders
E BEHd®s- 0T Tham Waniy By Pt = PPt ¥ W A ®
:} View the Notes Master MR [l S | B e G | D —
Try it: View the Notes Master et e | gttt | ™ | s " e
Go to View->Presentation View. ey — fom et e e
Click on Notes Master. — Ly
What Do You See? When you open the Notes [t b0 sramer et sevies |
Master, you should see a new Ribbon: the Notes e
Master Ribbon.
The Notes Master Ribbon has five Groups:
Page Setup BElck to edit Master title styla
Placeholders
Edit Theme e e
Background R i
Close o

Placeholders simplify the task of editing the
template. You can apply a Theme as well. woms e[ B =

So far, so good.

Please Close the Notes Master View and return to
the Normal View. FILE MNOTES MASTER HOME INSERT REVIEW VIEW
I:En' ID +| Header | Date n Colors
] +| Slide Image |v| Body — @Forﬂx*
Motes Page Slide Themes
Orientation = Size~ | oY) Footer +| Page Mumber - @ Effects -
Page Setup Placeholders Edit Theme

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify a Notes Master
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Review the Print Options

You can print your presentation in several different
formats, Speaker Notes, Handouts, Slides, or

Pictures, depending on what you wish to give to your

audience. Let's look at the options.

1. Try it: Print a Presentation
Go to File-> Print.

What Do You See? The Print Settings include:
Print All Slides

Print some slides (Slides)

Print Layout

Print One Sided (or both sides)

Collated

Color (Grayscale or Black and White)

The default settings are: Print All Slides, Full Page,
one slide per page, in color.

Keep going...

Exam 77-422: Microsoft Power

File ->Print

oint 2013

1.0 Create and Manage Presentations
1.4 Configure Presentations to Print Or Save: Print All Slides

@ __; (Canon Inkjet MP&0D Printer...
~=2. Ready

Printer Properties
Settings
Print All Slides
lﬁ Print entire presentation N
Slides: i
Full Page Slides
Print 1 slide per page

Print One Sided
Only print on one side of th...

Account

Options

Collated
123 123 123

Color -

|-l
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E Tf:.:: File ->Print-> Settings
. 7 T Tty Dot Prm - Prpandios |\:..;.;,~,‘-'i
:} Print What? —
2. Try it: Print the Notes Page
Go to File ->Print-> Settings. el

Select a Print Layout: Notes Pages.

What Do You See? The Notes Pages will be S s Pt s s [ J
displayed in the preview on the right. AT T—

Try This, Too: Print the Outline
Go to File ->Print-> Settings.
Select a Print Layout: Outline

Keep going... 4 i3
B -~
Print Layout
Full Page Slides Motes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Print Speaker Notes

Advanced Microsoft PowerPoint 2013 Page 255 of 291



Ta
Th, ke

[: reg
:} Create Handouts

Handouts are the iconic image of a
PowerPoint presentation. There are
several different layouts available,
including the ubiquitous "3 Slides."

File ->Print-> Settings

Tha Ty Baa') Prmat - Ppaass T = & =

Thoatunt Moy * .

Priet | ot

3
¢
;
']
L
—
bt

3. Try it: Create Handouts
Go to File ->Print-> Settings. Handouts
Select a Handout: 3 Slides.

OK, please return to the Normal View for E o= r o —

the next example. (Click on the arrow in 15li 7 Slides 3 Slides
the upper left corner to go back.)

(=8
m

= = =5 =
Keep going... — =[] = | ——
4 5lides Horizontal 6 Slides Horizontal 9 Slides Horizontal I
= oo 2o
oo == o R .

= = L e e R ST
4 Slides Vertical o Slides Vertical 9 5lides Vertical

+ Frame Slides
«  Scaleto Fit Paper
High Quality

Print Comments and Ink Markup

3 Slides .
Handouts (3 slides per page)}

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Set Handout Options
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Create Handouts in Mic

There is another way to create handouts that is very

useful. This option can be found in Ex

1. Try it: Create Handouts

Go to File ->Export.

Select Create Handouts from the list.
Click on Create Handouts.

Keep going...

The Computer Mama Sez: Create Handouts used to be

called Send to Word in previous vers

Office. As you go through the steps on the following
pages, you will see labels that still say Send to Word.

It's an oldie but a goodie: everything works well.

File ->Export-> Create Handouts

rosoft Word

port, not Print

F2 Package Fementation o OO
L% Conate Mandouty

b cmange fie ype

ions of Microsoft

Create Handouts in Micrasmft Drd

Put slides and notes in a Word document
Edit and format content in Word

Automatically update slides in the handout when the presentation changes
)

Create
Handouts

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create Handouts in Word)
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®E5 0%, ; L T —— x
Send to Microsoft Word o e R : el

2. Try it: Select the Page Layout e B s e s
You will be prompted to select the Page L I

Layout in Microsoft Word. The templates will 2

format a table in Word and add images of the [ J

slides into the table. You can also select

Outline only, if you wish.

Select: Blank lines next to slides.
Click OK.

Please note: It may take a couple of minutes to

create the handout in Word.

Memo to Self: When you Add slides to a
Microsoft Word document, the default is to
Paste the slides into the Page layout. You can
also choose to Paste Link so the slides in
Word automatically update when you change

the PowerPoint presentation.

Way cool technology.

FPage layout in Microsoft Word

&

s (@ Motes next to slides
W

() Blank lines next to slides

D Motes below slides

ID Elank lines below slides

() Qutline only

0 0 )

Add slides to Microsoft Word document

@ Paste

() Paste link

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create Handouts in Word)
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hre, Document1 - Microsoft Word
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tEs == =im aima
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Dot wwaow |yt
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Edit the Handout in Word

What Do You See? There should be a new, well-
designed Document in Microsoft Word. The
document is formatted as a table. Each slide has
been converted into an image.

Vot o
okl Sl e
Bt e - Banliend U sy
Taiy e s T
n -

3. Try it: Edit the Presentation in Word

Click on the Table in Document1. The Table Tools i Tha Taddy Basr's

should be available.
Go to Table Tools->Design->Table Styles.

| comsiting

| composer fohn Wisher Rrstton,

| "Taddy Beary' Plonkc™ i a song

& & maloaty by A

writtes in 1907, and s added by

| irish somgwrites frrermy Kersedy in
| 19E2. # eornaine popalar as &

Select a Table Style.

Do This, Too: Save the Handout

Go to File->Save.

Browse to your Documents folder.
Enter a file name: Picnic Handout.docx
Click Save.

. e u»ila | |

Please return to Microsoft PowerPoint.

Document] - Waord

REFEREMNCES MAILINGS REVIEW

Table Styles

Exam 77-418: Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Apply Styles to Tables

VIEW
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More Export Options
The little lesson on creating handouts in Word
introduced the Export options.

Everyone wants to tell a good story so Microsoft
PowerPoint has several ways to get the message
out. The following pages will examine the other
Export options. Then, we will look at how to
Share a show by E-mail or online.

Try it: Find the Export Options
Go to File ->Export.

What Do You See? The Export options are:
Create PDf/XPS Document

Create a Video

Package Presentation for a CD

Create Handouts

Change Flle Type

Keep going...

File ->Export
. T
Export
1 Conune PORAEPS Dodament R
H Changee (s Type
Create PDF/XPS Document

Create a Video

Package Presentation for CD

Create Handouts

Change File Type

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export
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T, File ->Export->Create Adobe PDF

Export: Create PDF Document

PDF means Portable Document Format. Adobe
created the Adobe Acrobat PDF format in 1993 when
everyone had a different Word processor (and the
Computer Mama was young and wispy). PDF files
became one of the best ways to share information
across systems.

Export

Copane POFEPS Davesses

L

= Cepane & Veien
5 W
T8 Paciage Pasentation i O

B3 Conste Mandous
An Adobe PDF is stripped of most editing options so it
is an excellent format for files that have to be secure
and unaltered. The PDF file format is also good for
creating archives: PDF files created years ago can still
be opened in Adobe Acrobat.

bt cnange e Ty

Create a PDF/XPS Document

Memo to Self: All computers, Windows and Mac, Preserves layout, formatting, fonts, and images

should have the free Adobe Acrobat PDF reader. If _
your computer does not, please go to Content can't be easily changed

www.adobe.com and download the software. Free viewers are available on the web

H[=m

Create
PDF/XPS

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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E T
Thrge File ->Export->Create PDF/XPS Document

:} Create an Adobe PDF R e [ oo meimse “maues_ nserew el
2. Try it: Create PDF/XPS Document = = e
Go to File ->Export. Dpbsaes 5 faim : T e 5] [ . 8 fame -
Click on: Create PDF/XPS Document. L [ I Ggamie = Sl 2 @

P = ;
What Do You See: You will be prompted to — i EF lil
enter the following: e Al e —
Save In: My Documents J “TE— :@-um-.-f e i
File Name: The Teddy Bear's Picnic "Pa M e . Picn
Save as type: PDF. - X o - _ yT
i } :

The PDF will be Standard qualilty for using
online or for print.

L . Ty Boars’ Plonic™ i 10ng comussting of s mekody By Amwican componer Job Waller Bration, weitten i 107, and lyrics sdided by i songwsiter
and see the completed PDF file if you wish. i THE2 I e popaas a8 Chdrers Korgs, i b i By s arSats e the decacde.

=
I ik o el Toscicly Ry’ Pacrir

What Else Do You See? There is an - - i e D
Options... button that you can use to edit the ﬂ_ﬁle name: | The Teddy Bear's Picnic

settings for the PDF file. Save as type: | PDF

| - [y Fr ol T Pugisin (== i :
You can check Open file after publishing
L |
. ] 8

Click on Options...
[ ] Open file after publishing Optimize for: (@ Standard (publishing

.Keep going... online and printing)

() Minimum size
(publishing online)

Options...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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Adobe PDF Options

When you click on Options you should see the
Acrobat PDFMaker.

3. Try it: Edit the Acrobat Options
Range: All.

Publish What: Handouts.

Slides per page: 3

By default, the Document properties and the
tags for accessibility are included.

If the fonts are not embedded the text will be
converted to Bitmaps.

Click OK return to the Export dialog.

Click Publish to create the PDF file.

Keep going...

File ->Export->Create PDF/XPS Document->Options

Range
@ All (:) Current slide Selection

Custom show: | I

() slide(s) From: |1 :‘ T |;._1

4k

Publish options
Publish what:
Handouts : | Slides per page: u

[ ] Frame slides Order: ® Horizontal

|:| Include hidden slides Vertical

|:| Include comments and ink markup

[o] [o] o]
11111111

Include non-printing information

Document properties
Document structure tags for accessibility

PDF options
|:| IS0 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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Hello, Adobe PDF

What Do You See? Your presentation should

open in Adobe Acrobat as a PDF file.

4. Try This: View the Page Thumbnails
Go to Navigation Pane on the left side.
Click on Thumbnails (the first button).
You should see the pages as little images.

Very good. Please close the PDF file and return to

Microsoft PowerPoint.

The Teddy Bear's Picnic.pdf - Adobe Acrobat

Pl Bt W Wedew b

iﬂLl}_dé._x ) (e a|er] (=) | ﬁa & B L

Toch | Sga  Comm -

File Edit WYiew Window Help

134%

Page Thumbnails K

a=|~
g |® )
B -

The Teddy Bear's
Picnic.odp

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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Th::: File ->Export->Create PDF/XPS Document

" i Tha Ty B 1 Pt - PrsaPioert .
Create PDFIXPS Document El - = m:“- Tt mumatoan s bew du.ln. iw — — R |
XPS means XML Paper Specification. XPSis - . - e | § - e et
the open source format developed by e I — s g famey -
Microsoft in 2008. Like an Adobe Acrobat file, 1
an XPS file is software and operating system ' ]

independent, too.

3 o Gilwaran 1 Db

P | Vo Tty B P
[P e—

Try it: Create PDF/XPS Document
The sample presentation is still open.
Go to File ->Export.

Click on Create PDF/XPS Document.

e

......

L

What Do You See? You will be prompted to
enter in the following:

File Name: The Teddy Bear's Picnic

Save as Type: XPS Document

1T @ ¢ Libraries » Documents v & Search Documents

File name: | The Teddy Bear's Picnic

There are two publishing options: Save as type: |}{P'S Document
Standard (online or printing)
Minimum (Online, only. This is a smaller file

with less resolution.)

[ ] Open file after publishing Optimize for: (@ Standard (publishing
online and printing)

() Minimum size

When you click Publish, the XPS file will be (publiching online)

created.

Options...

= Browse Folders Tools = Publish

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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Export: Change File Type

You may be asked to save your presentation in a
different File Type so that folks at another
company can open your show.

For example, many firms use open source (free)
programs such as OpenDocument Presentation
instead of Microsoft PowerPoint. The following
pages will review the options.

1. Try it: Review the Presentation File Types
Go to File ->Export.
Click on: Change File Type.

What Do You See? The File Types include:
Presentation (the default file pptx format)
PowerPoint 97-2003 (the legacy ppt format)
OpenDocument Presentation

Template

PowerPoint Show (Opens as a show)
PowerPoint Picture Presentation

So far, so good. Let's see what they look like.

Keep going...

File ->Export->Change File Type

S Package Pseniation for O a
% Conate Mandoutn

b cmange e Ty

Presentation File Types
Presentation
Uses the PowerPoint Presentation format

ﬂ OpenDocument Presentation

Uses the OpenDocument Presentation
format

PowerPoint Show
+| Automatically opens as a slide show

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Change File Type)
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Uses the PowerPoint 97-2003 Presentation
format

Temnplate
Starting point for new presentations

[7=] PowerPoint Picture Presentation
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L =1 Presentation where each slide is a picture



OpenDocument Presentation

The OpenDocument file format (ODF) was
originally developed by Sun Microsystems to
support the new XML (Extended Markup Language)
for documents, spreadsheets and presentations.
Microsoft Office 2007 and 2010 also support the
XML file format, hence the new docx, xlsx and pptx
file formats.

2. Try it: Export as an OpenDocument Show
Go to File ->Export.

Click on: Change File Type.

Select: OpenDocument Presentation.

Click on Save As.

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: OpenDocument Presentation.
Click Save.

Trust, but Verify: Go to the Documents folder and
find the The Teddy Bear's Picnic.odp. Your
presentation should open in PowerPoint.

Please close the odp version and keep going...

File ->Export->Change File Type->OpenDocument Presentation
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T @ k Libraries » Documents »

File name: | The Teddy Bear's Picnid]

Save as type: | OpenDocument Presentation

The Teddy Bear's
Picnic.odp
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Export as a PowerPoint Show
A PowerPoint Show is saved in the .ppsx file
format. This format automatically begins your
presentation as a show when you open it.

3. Try it: Export as a PowerPoint Show
Go to File ->Export.

Click on: Change File Type.

Select: PowerPoint Show.

Click on Save As.

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: PowerPoint Show.

Click Save.

Trust, but Verify: Go to the Documents folder and
find the PowerPoint Show: When you open

the .ppsx file, the presentation will open in
PowerPoint as a show.

The .ppsx format is useful for kiosks or trade shows
where the purpose is 'show-n-tell,' not design and
edit. Close the PowerPoint show and please go on

to the next page.

File ->Export->Change File Type->PowerPoint Show
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T @ ¥ Libraries » Documents »

File name: | The Teddy Bear's Picnic

Save as type: | PowerPoint Show
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r,,f:: File ->Export->Change File Type->PowerPoint Picture Presentation

E n b 0 ‘7‘ - Toa Tty e 1 P meg - Prppwiionry
:1 Export As a PowerPoint I o e e v =T A

- - . o it il kg Tt b T g it | B ot *

Picture Presentation " i | I e [*1 4 e i e |

A Picture Presentation is a format that saves each : o =

slide as an image, a screen capture. The text and . i -

graphics cannot be edited.

4. Try it: Save as a Picture Presentation

Go to File ->Export. L
Click on: Change File Type.

Select: PowerPoint Picture Presentation.

Click on Save As.

Lty = Seamaniy. =

3
P s | Thar Tty B s P gynd]
- Tl

S, Eogs i a g

-
Pd

The Teddy Bear's
Picnic.pptx —

“E

When the Save As window prompts you:
Browse to your Documents folder.
Enter the File Name: Picnic Pictures.
Click Save.

Try This, Too: Edit the Picture Presentation
Open the file: Picnic Pictures.
Go to any slide and select the image.

What Do You See? You should see the handles in
each corner. You can resize the picture if you wish.

Keep going...
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r,-,f:: File ->Export->Change File Type->JPEG File
5 Export a Slide as a Picture E{:a P m:" TRAMETSM AARAATIS ‘ e oW mt'-> ww . e — ey |
Say you were asked to send some of your slides Pato 0 S0 o e T T e Qi 2 SO | PN
to a website that will promote your presentation. Owvaws % tem — Frrp [ tomsy
The editor asked for JPEG images. Here's a way ® T 5

to create the pictures.

5. Try it: Save a Slide as a Picture
Go to File ->Export.

Click on: Change File Type. -
Select: JPEG File Interchange Format.

m File name: | The Teddy Bear's Picnic jpg

Click on Save As. o 1 & » Libraries » Documents v | G Search Documents
What Do You See? You will be asked to: e

Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.jpg = y -

Save as type: JPEG File Interchange Format - | Saveastype |JPEG File Interchange Format (*jpg)

Click Save 11 I Authors:  eBeth Tags: Add atag

Do This, Too: Select Which Slides m c

All Slides /

Just 'Il'his One '® Browse Folders Tools - Save
Cancel

Select Just This One and PowerPoint will create
a JPEG image and save it in the Documents
folder. OK, that works.

o Which slides do you want to export?

| Alslides | | JustThisOme | | Cancel
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Export: Create a Video

PowerPoint can convert your presentation into a high
quality video that you can upload to the Internet or
share on a DVD. The video can include your Timings,
Transitions, Animations, and Media.

6. Try it: Review the Video Settings
Go to File ->Export.
Click on: Create a Video

What Do You See? There are several settings that
you can adjust, depending on your purpose.

Display: There are three options:

Computer & HD Displays (high resolution, big file)
Internet and DVD (medium resolution)

Portable Devices (low resolution, smallest file)

Timings: There are four options:

Don't Use Recorded Timings and Narrations
Use Recorded Timings and Narrations
Record Timings and Narrations

Preview Timings and Narrations

Accept the default options.

Keep going...

File ->Export->Create a Video

é

D i g

iier

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

ﬂ Get help burning your slide show video to DVD or uploading it to the web

Computer & HD Displa
3 plays

For viewing on a computer monitor, prajector, or high definition display (Large — 1280 x 720}
E’n Use Recorded Timings and Marrations

) Slides that do not have timings will use the default duration set below. Any recorded laser poin

Seconds spent on each slides | 05,00 -
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Th::: File ->Export->Create a Video->Create a Video
e Q Fa LD T —— *
Create a Video ﬁ‘ i ‘:':n'l it m:w TRAMETOML AMMATOAS O oW um.n-> W ; - st oty I
7. Try it: Create a Video P s | 2 gz 3 7 8 8 = o 02 e
On the previous page we began the steps here: R P — g = fiomesy
Go to File ->Export->Create a Video. 7

e |
i
[ o—

Now, please click on: Create a Video

t [ ¢ Ui + Dorwmenn:

What Do You See? You will be asked to:

Browse to your Documents folder. :
Enter the File Name: The Teddy Bear's Picnic.

Save as type: MPEG-4 Video (*.mp4).

Click Save.

Fim vy Tt Wbty e 4 Pt gl

e Bt PTG e g

Ll

Trust, but Verify: Go to the Documents folder and

find the Picnic Video,mp4: When you open the .mp4
file, the PowerPoint presentation will open in a Media
Player as a video.

Keep going...there's more! T @ » Libraries » Documents »

Fil The Teddy Bear's Picnic.m
Memo to Self: It may take several minutes to create e name | Y ps

the video from your slide show.

Save astype: | MPEG-4 Video (*.mp4)

il
3
7
L
)
3
&

Picnic.mp4d

The Teddy Bear's
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Package a Presentation for CD
Say you needed to send a CD with all of your
materials to the conference team. You can use
PowerPoint to Package the CD.

8. Try it: Package Presentation for CD
Go to File ->Export.

Click on: Package Presentation for CD.
Name the CD: PicnicCD.

What Do You See? You can Add or Remove files

that you want to include on this CD. You can add
spreadsheets, handouts, and PDF documents if
you wish.

Try This, Too: Copy to Folder
Click Copy to Folder.

Enter the Folder name: PicnicCD.
Browse to your Documents folder.
Click OK.

Trust, but Verify: Go to the Picnic CD folder. You
should see your PowerPoint presentation, an
AUTORUN document and a yellow folder called
PresentationPackage.

File ->Export->Package Presentation for CD

FES 09 T Ty By Pk g P
I

X Gl

Copy a set of presentation to a folder on your computer orto a CD.

Name the CD: | PicnicCD \
Files to be copied
" The Teddy Bear's Picnic.ppsx

-

L

| Copy to Folder... | ’ Copy to CD

Copy files to a new folder with a name and location you specify.

Folder name: |PicnicCD

| ChUsers\eBeth\Documents',

Location:

Open folder when complete
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Package for CD Options

The information in your presentation may be
confidential. You can enhance the security and
privacy of your work in case the CD is lost.

9. Try it: Review the CD Package Options
Go to File ->Export.

Click on: Package Presentation for CD.
Click on Options.

What Do You See? Linked Files and Embedded
TrueType fonts are Included in the CD Package by
default.

Try This, Too: Enhance Security and Privacy
Enter a Password to open or modify each
presentation and click OK. You will be prompted to
type each password again to confirm.

Done and done. That completes our review of the
different File Types.

File ->Export->Package Presentation for CD
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Include these files

[These files will not display in the Files to be copied list)
Linked files
Embedded TrueType fonts

Enhance security and privacy

Password to open each presentation: | |

Password to modify each presentation: | |

|:| Inspect presentation for inappropriate or private information

| ok || cancal |
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r;,::: Insert ->Media->Video->Video on my PC
:} Before You Send: I R e S e = I
. M PR el e A = Bl | obt | 8t bt - o B b
Compress the Media bl ol = - G et A | S
Say your presentation includes a video clip . ' ' : i 1
that sings the Teddy Bear Picnic song. What | ‘1 i
steps should you take before you send your ' f— j]
show by E-mail or publish it online?
The Teddy Bear's Plcniel ‘
Here are the steps to add a video. Then, we -4 LThe Teddy Bear's Picniel
will look at the options. You can download the ] '
Teddy Bears Picnic 1932 video from the

sample files if you wish.

L

4 » max =

| 3 5

1. Try it: Insert a Video

The sample presentation is still open.
Slide 1 is selected.

Go to Insert ->Media->Video.

Click on Video on my PC.

Browse to the Documents folder.
Select: Teddy Bears Picnic 1932.MP4

U g Bann Bl i & o remristion v & meakoiks b Brmasicas srevevar ke Sbdar et e i AT sasd i widad bu

Bear’s;l.;Picnicﬂ

What Do You See? The video will be
displayed in a little media player. The Video
Tools should be available.

OK, keep going...

e ’ 4 b 00:0000 3
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Compress Media Quality
2. Try it: Compress Media
Go to File ->Info-> Compress Media.

What Do You See? There are three levels:

Presentation
Internet Quality
Low Quality

The compromise is between Performance
(High Quality, larger file) and Size (Low
Quality, small file). The example on this page

is 2.95 MB.

What Else Do You See? You can Undo the
compression if you don't like the results.

Keep going...

File ->Info-> Compress Media

e ———— e
T Fetatea [ates
E}f Media Size and Performance
Save disk space and improve playback performance by
Compress files. Compression might affect media quality.
Media - Media files in this presentation are 3.8 ME.

X ) erformance
Presentation Quality

Save space while maintaining overall
audio and video quality.
¢ Internet Quality

&, Cuality will be comparable to media
which is streamed owver the Internet.

people can make to this

* Low Quality
., Usewhen space is limited, such as
when sending presentations via e-mail.
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Share by E-mail —
Send Using E-mail can convert your T Everyone gets a PDF attachment
presentation into a PDF or XPS copy and o dF i . 3
attach it to an E-mail message if you wish. oL Preserves layout, formatting, fonts, and imag
Send as Content can't be easily changed
3. Try it: Share Using E-mail PDF
Go to File ->Share->Email.
Click on Send as PDF.
What Do You See? PowerPoint will attach the |.|}_|.__L3] Fueyeine ets an {ESattachmen
PDF to an E-mail message. [Eid) Preserves layout, formatting, fonts, and images
Fill in the blanks: Send as XPS Content can't be easily changed
Send it to yourself. (Enter your own E-mail.)
Click Send. From - ebeth@commalms.com
. . =1
A new message with a PDF file attached To... Clair Dicksan:
should arrive in your Inbox. Send
Please return to PowerPoint. ce
Keep going... In Subject The Teddy Bear's Picnic.pptx
Attached T The Teddy Bear's Picnic.pdf (2 MB)
Hello Clair,

Could you please proof this handout for errors?
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File ->Share->Invite People

Share Online

More companies are working in the "cloud."
PowerPoint has options for sharing online:
Invite People (Save to SkyDrive).

Present Online (Microsoft Lync).

Publish Slides (SharePoint site).

Share

85 evte Pecple

fiT

Save to Present Online and Publish Slides
are used to share work through a corporate
server. A SharePoint server has excellent
library functions: for example document check
in and check out for version control.

If you do not have a corporate server, you can
save your presentation online in a free
SkyDrive. SkyDrive uses a Windows Live ID to
login. You can also use your Office 365
account if you wish. Here are the steps.

Invite People

4. Try it: Invite People | ¢ TR
Go to File ->Share->Invite People. . .
Click on Save to Cloud. Step 1: Save your document to a OneDrive location

Step 2: Share your document. We'll do this after you've finished saving.

H

Save To
Cloud

Keep going...
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Threq File ->Share->Invite People

Save Online to OneDrive .

5. Try it: Working with Online Files Save As
When you Save to the OneDrive, you will = - & Elizabeth Nofs's OneDrive 5
see your Files and Folders "in the Cloud."

_
4
3

Recent Fobders

] Compuner ® | hgatrth Nofu's Dnelewr

The beauty of using OneDrive is ease of
access. You can open your OneDrive from
any Internet Browser.

Sooo...What Do You See? The image on
this page shows what a OneDrive looks
like online. Each file shows the Date
Modified and the name of the person who

modified it. @ * 1 #& » eBeth » OneDrive » v O Search Onelrive e
By default, the OneDrive folders are NOT . -
shared. We are saving this presentation in Organize v New folder == (7]
a private online folder. It is available by ~ » » "
invitation, only. Mame Date modified
[> ﬂ Homegroup .
5. Try it: Save to a OneDrive @ Documents 41220141117 Al
To upload your presentation, please select . ey i
a OneDrive Folder and click Save. 48 Computer @: Office 2010 3/23/2013 224 PN
2 Toshiba () @ Office Live Docurnents 3/25/2013 2:24 PN
i & oshiba (L
Keep going... e @. Pictures 10/27/2013 6:47 Al w
- VoL >
File name: |ThETEdd].r Bear's Picnic 2013.pptx v|
Save as type: | PowerPoint Presentation (*.ppt) W |
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?;,,.88 File ->Share->Invite People

Share: Invite People o —

After the presentation has been saved to a Share
SkyDrive folder you can send invitations to The Teddy Basr's Picnie o

view the show. The E-mail can include a et .y e M — P
personal note as well. 1

6. Try it: Invite Someone
Go to File ->Share->Invite People.

-
o ime Poople P ————
D Get s Shariag Link

Pt 0 Sl Wetmoais.

What Do You See? You will be prompted
to add an E-mail address to the invitation.
Please enter your own E-mail, NOT the
sample address in this image.

Click Share. nvite People

Keep going... Type names or e-mail addresses

’ | dair@commalms.com

Memo to Self: You can require a user,
your invited guest, to sign in before

accessing the presentation, ...but why?

Hello Clair,

Can you please review this presentation?
Thanks, eBeth

L] Require user to sign in before accessing document.

Exam 77-422: Microsoft PowerPoint 2013
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File ->Share> Present Online

:’ Share: Present Online

In PowerPoint, you can invite people to watch your
show online through Microsoft Lync. Microsoft Lync
is an interactive CHAT room that supports video,
voice, and real time collaboration.

Microsoft Lync uses an Exchange Server to invite
participants and support the various options. So, GO Geta Sharing Link
Lync is often used in large corporations or
departments. Microsoft Lync is also available as
part of Office 365.

Microsoft Lync lets you share what ever you need: 4 Provent Criing
Desktop
Program
PowerPoint
Whiteboard

Feur every Baar that ever thaty wiat will gatier

thare for certain

You can take a poll or set up a Q&A session, too.

7. Try it: Present Online Present Online
Go to File ->Share-> Present Online.
Click Present Online. -
m Microsoft Lync
Keep going... Present the slide show to Lync attendees
Memo to Self: If you do NOT have Microsoft Lync, Present in a Lync Meeting or conversation
you do not have to complete this step. Provides the full slide show experience in Lync including animations, audio, and multimedia

Attendees can annotate and interact with the slide show

Exam 77-422: Microsoft PowerPoint 2013
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r,,f"” Example of a PowerPoint Presentation in Microsoft Lync
Bg
ﬂ- (=] I Tt Tachy o' a2t - PPy W b
Share: Lync Meeting -:A':_:L“ﬂ_;mm AT, RONMON RS VW R R
8. Try It: Review the Presentation in Lync il P Y S—

. . . Tobr
When someone invites you to share a PowerPoint = e

presentation, you will be asked to Accept the —
sharing request. Everyone who accepts can join [rovedl ‘Law

"L e

the Conversation.

The Presenter has several tools available to her in
this meeting including:
Messaging
Speaker/Phone

Video

Present

ey love to play and shout

Participants

On the right side is the Presentation. Our
PowerPoint show uses all of the recordings, timing
animations and transitions. You can choose to see
the Thumbnail (little slide images) or the Notes.

The presentation is done. The participants Hang il 1:47:34
up when they leave the meeting.
Keep going... FARTICIPANTS
Memo to Self: If you do NOT have Microsoft Lync,
you do not have to complete this step. Presenters (2)
B Clair Dickson

B Hizabeth Nofs
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ryoko

hreg File ->Share->Get a Sharing Link

Share with a Sharing Link

A Sharing Link lets you publish a file online to
your SkyDrive and make it available by a
hyperlink. Anyone who has the link can open
the shared file: They do not need to be invited
to a meeting through Lync.

R R ChmaCt T L O U ) e SN PR A S, 9

[ e o D TP N I LR PP L PRIV, R [

g s o ¢ s v e s B £ AL T U pib iy A PRARAEY, st [

9. Try This: Get a Sharing Link

Go to File->Share-> Get a Sharing Link. N
What Do You See? There are two different
links: View or Edit.

Get a Sharing Link

To make a link, click on Create Link. Sharing Links are useful for sharing with large groups of people,

After the link is created, you can copy this link

into an E-mail if you wish. View Link

One more Sharing option we need to review. https://onedrivelive.com/redir?page=view&resid=26CD87A24

Edit Link
https://onedrivelive.com/redir?page=view&resid=26CD87A24

Shared with
Elizabeth Mofs

Chwner

R

5.3 Protect and Share Presentations: Share (Get a Sharing Link)
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?‘;,::: File ->Share->Post to a Social Network
Post to a Social Network . e A
Social Networks, such as Facebook or LinkedIn, Share
are excellent for sharing your presentation. The Taddy Bear's Pies Pot 1 Metwerks
Before You Begin: The first time you use this e LE
option you will be prompted to add a Social Jr— e

Hoart: P ik v,

Network. The steps are straightforward: Follow the
prompts and fill in your E-mail address

i S P I S S S ———
O Geta Sharag Lisk

n Facebook

Canview -

Hello Facebook friends,

Once Microsoft Office is connected to a Social
Network, the sharing options are simple.

Try it: Post to a Social Network
The PowerPoint presentation is open.
Go to File ->Share-> Post to Social Network.

There are two options: Can edit and Can view.
Type a message if you wish.

Click Post. Here is a great story about the Teddy Bear's Picnic. You are as old as me if you remember the song!

That will do. Now it's live, online. EEEthl

Memo to Self: If you do NOT have an account in
Facebook or LinkedIn, you do not have to
complete this step.

Exam 77-422: Microsoft PowerPoint 2013
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Save Save Save

This discussion began by looking at sharing your
presentation in print. We practiced saving a Slide
Show in as many formats as possible: as a
presentation, an outline, a show, or a picture file.

The Export options included other formats such as
OpenDocument Presentation, Adobe PDF and
Microsoft XPS. We also looked at various
methods for saving a presentation online.

Well, you done good. You get the cookie.

The Computer Mama Sez: | hope you liked
creating these presentations as much as we
enjoyed writing the courses!

------

L

ﬁ Conwversation (2 Participants)

all 1:47:34

PARTICIPANTS

Presenters (2)

B Clair Dickson

B Elizabeth Nofs
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Practice Activities

Lesson 8: PowerPoint Live!
Before You Begin: Start Microsoft PowerPoint 2010.

Try This: Do the following steps

1. Open a new blank PowerPoint presentation.

2. Use the outline Ways to Save Money Outline to add new slides to the presentation. Delete any blank
slides.

. Go to the Title slide and add the title Ways to Save Money. Add the Subtitle Rainy Day Saving Co.

. Apply the Theme Austin.

. Insert a money or saving related picture to each slide. Apply Picture Styles of your choice.

. Add animation to each picture.

. Add slide transitions to each slide.

. Add the following Speaker Notes to Slide 2:

. Bring your lunch

. Switch to a cheaper coffee order

. Watch movies you, your friends, or the library has available

. Find free events in the community

9. View the Notes Master. Add the company name Rainy Day Savings in the Footer.

10. Edit the Master Text Styles under the slide on the Notes Master to be a green, Times New Roman font,
and 14 point.

11. Create handouts in Microsoft Word. Choose Blank lines next to the slides. Save the Word document as
Advanced PowerPoint Practice 7 Handouts.

12. Return to PowerPoint. Save the PowerPoint Presentation as a PDF. Name it Ways to Save Money.

13. Also, save the PowerPoint presentation as a PowerPoint Slide Show (.ppsx). Save it as Ways to Save
Money Slide Show.

14. Go to the Title slide. Use the Change File: Image File Type to save just the current slide as JPEG image.
Save the file as Title Slide.

15. Review the different versions of your file to compare them.

OO0 TV oO~NOOhW
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Test Yourself

1. Which is true about Speaker Notes?
(Give all correct answers.)

a. Added using the Notes pane beneath
the slide

b. Notes can be printed as a handout for
the audience

c. Speaker Notes can include hyperlinks
Tip: Advanced PowerPoint, page 251

2. Which are the options for the number of
slides on a handout page?

(Give all correct answers.)

a. 1

b. 2

c.3
d.6
e.9
Tip: Advanced PowerPoint, page 256
3. PowerPoint can save a file as a PDF.
a. True

b. False
Tip: Advanced PowerPoint, page 262

4. Which PowerPoint file format opens only
a slide show?

a. PowerPoint Presentation (.pptx)

b. PowerPoint Show (.ppsx)

c. PowerPoint Template (.potx)

Tip: Advanced PowerPoint, page 268

5. Which is the command to make one or 9. You can Post a PowerPoint Presentation to

all slides into a picture?

a. File-> Export->Change File Type LinkedIn.
b. Save As-> JPEG Image format a. True
c. Slide Show-> Save as Picture b. False

Tip: Advanced PowerPoint, page 270

6. Which is true about video compression?
(Give all correct answers.)

a. High quality means larger file size

b. Lower quality means smaller file size
Tip: Advanced PowerPoint, page 276

7. Which is a free public service for users
of PowerPoint that allows anyone with a
link to view your slide show?

a. Sky Drive

b. Share Point

c. A Sharing Link

Tip: Advanced PowerPoint, page 283

8. Which is true about sending a Sharing
Link? (Give all correct answers.)

a. The link can be View, only.

b. The link can enable to edit the
PowerPoint presentation

c. The link needs to be copied into an
email

Tip: Advanced PowerPoint, page 283
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a Social Network such a Facebook or

Tip: Advanced PowerPoint, page 284

Boys and Bears: two grandsons
posing for pictures under the 10 foot
bear at the Chelsea Teddy Bear Co.
The 12 year old thinks the big grizzly

bear is totally cool.
The 2 year old-not so much.



Advanced PowerPoint Skill Test

Please do the following steps:

1. Open the sample presentation Year End Report.pptx

2. View the Slide Master.

3. Format the Slide Master background as Elemental.

4. Add a computer image of your choice from clip art to the lower left corner of the
Slide Master. Resize the image to be 1.25” by 1.25”

5. Insert a Shape: Star in the upper right corner of the slide. Format the shape as
Yellow with no border. Add a glow to the star shape.

6. Format the Master Title style font to be Arial Black.

7. Add an image of your choice to each slide. Apply picture styles.

8. On Slide 2, insert a Table. Add the following information:

Quarter | 1 2 3 4
Sales $20,000 | $27,500 | $32,000 | $41,000

9. Format the Table with Style Themed Style 1, Accent 5

10. Resize the Table to be 3.5” by 7.5”. Increase the font size to 24.

11. Format the text alignment to be middle and center.

12. Apply Entrance Animation Swivel to the Table. Apply an animation of your choice
to the picture on Slide 2.

Keep going, please...
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Advanced PowerPoint Skill Test

Continued from the previous page
13. On Slide 3, insert a chart. Select a Column Chart. Enter the following data:

Before After
Shirts 50 75
Mugs 45 60
Hats 20 30
Bags 10 25
Magnets 40 70

14. Apply the Chart Layout 5. Apply Chart Style 46.

15. Format the tallest column with a fill color: Green.

16. Add Primary Axis Title: Vertical Title to the Chart. Add the text In Thousands to the Vertical Axis Title.
17. Go to Slide 4. Add a picture of your choice and add a custom motion path to the picture. Add the sound
Applause to the animation.

18. Animate the text to fly in from left, with each line of text appearing separately. Reorder the animation so the text
comes before the picture animation.

19. Add a comment to the slide. Insert comment text: What about the Twitter feed? 20. Go to Slide 5. Add a
picture of your choice.

21. Go to Slide 6. Add a link to the movie from website: PC Dominos.
http://www.youtube.com/watch?v=5_tXcRYOYZ0

22. Go to the Slide Sorter. Apply 2 or more different transitions to your slides. Set the slides to advance
automatically and on mouse click.

23. Mark the Presentation as Final.

24. Save as Your Name Advanced PowerPoint Skill Test. Submit online.

Advanced Microsoft PowerPoint 2013 Page 289 of 291




O Advanced Microsoft PowerPoint 2013: Index

Microsoft Office Specialist (MOS): Exam 77-422 for PowerPoint 2013

Add Background Images, Pg 85

Animation: Add Paths to Animations, Pg 134
Animation: Apply to Shapes, Pg 123
Animation: Apply to Text Strings, Pg 139
Animation: Use the Animation Pane, Pg 126
Animations: Modify Animation Options, Pg 138
Animations: Reorder Animations, Pg 141

Apply a Slide Master, Pg 91
Apply Table Styles, Pg 17

Charts: Add Legends to Charts, Pg 55
Charts: Insert Chart, Pg 46
Charts: Modify Chart Parameters, Pg 51

Comments: Manage Comments, Pg 218

Configure Slideshow Options, Pg 205
Configure Slideshow Resolution, Pg 206

Control Page Numbers, Pg 88

Create Custom Slideshows, Pg 203
Create New Tables, Pg 16

Import Tables from External Sources, Pg 31
Import Text Files into Presentations, Pg 244

Import Word Document Outlines into

Presentations, Pg 244

Insert Headers and Footers, Pg 86

Insert Hyperlinks, Pg 94

Media: Adjust Media Window Size, Pg 161

Media: Link to External Media, Pg 175

Media: Set Media Options, Pg 166

Media: Set Start/Stop Times, Pg 171

Media: Trim Timing on Media Clips, Pg 168

Merge Multiple Presentations, Pg 222

Modify Existing Layouts, Pg 80

Modify Number Of Rows and Columns, Pg 20

Modify Presentation Properties, Pg 225

Modify Presentation Themes, Pg 82
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Package Presentations for CD, Pg 273

Print Presentations in Grayscale, Pg 254

Print Selections from Presentations, Pg 254

Print Speaker Notes, Pg 255

Print: Set Handout Print Options, Pg 256

Rehearse Timing, Pg 191

Reuse Slides from Other Presentations, Pg 211
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Save Presentations as Web Pages, Pg 278

Share:

Check for Accessibility Issues, Pg 229

Share:

Check for Compatibility Issues, Pg 228

Share:

Compress Media, Pg 231

Share:

Embed Fonts, Pg 274

Share:

Encrypt with a Password, Pg 233

Share:

Mark as Final, Pg 236

Share:

Proof Presentations, Pg 213

Share:

Remove Presentation Metadata, Pg 225

Share:

Restrict Permissions, Pg 235

Slides: Delete Slides, Pg 221
Slides: Duplicate Existing Slides, Pg 221
Slides: Hide Slides, Pg 201

Slideshow: Annotate Slideshows, Pg 186
Slideshow: Navigate Within Slideshows, Pg 188
Slideshow: Use Presenter View, Pg 200

Timing: Start and Finish Options, Pg 127
Timing: Modify Duration of Effects, Pg 107
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Track Changes: Modify Options, Pg 223

Track Changes: Reject Changes From Specific
Users, Pg 225

Track Changes: Set Track Changes, Pg 223

Transitions: Insert Transitions , Pg 102
Transitions: Manage Transitions, Pg 109
Transitions: Modify Effect Options, Pg 105

Views: Navigate Through Presentations, Pg 101
View Multiple Presentations, Pg 217
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