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Installing the Sample Files

e Use Windows Explorer to create a folder called PowerPoint 2003
Foundation Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
powerpoint _2003_foundation_eur\exercise_files to the My
Documents\PowerPoint 2003 Foundation Samples folder. If these files
have been copied to your network server, then ask your trainer/supervisor
for more information about how to copy these files to your PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft PowerPoint 2003

When you have completed this learning module you will have seen how to:
e Choose between Presentation Types

e Use the Slide Pane

¢ Use the Outline and Slides Tabs

e Use the Task Panes

¢ Use the Notes Pane

e Use Toolbars

e Show a Toolbar

o Hide a Toolbar

¢ Move a Toolbar

e Use the Standard Toolbar

e Use the Formatting Toolbar

¢ Use the Drawing Toolbar

e Use the Ask a Question Box

o Display the Office Assistant

e Display tips through the Office Assistant
e Customise the Office Assistant

e Use Tips of the Day

e Hide the Office Assistant

o Access the Help task pane

What is PowerPoint?

Understanding Microsoft PowerPoint 2003

e PowerPoint 2003 is the presentation graphics program in Office 2003.
Professionals can create eye-catching slides, handouts, outlines, and notes to
deliver an impressive presentation.

Choosing between Presentation Types
e AjRowerPoint presentation can be/delivered in_ many ways:

Slide Show Presentation: A slide show presentation can utilise the special
effects available in PowerPoint including slide transitions, animations, sounds;
timings, and other on-screen features.

Online Presentation: Professionals can edit and review presentations online
through Microsoft NetMeeting, broadcast a presentation on the Web, or
publish a presentation as a Web page.

Printouts: Slide printouts deliver one slide per page, which can be optimised
by printing in colour, pure black and white, or greyscale. The printed slides
can be scaled, framed, or have reviewer comments included.
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Overhead Transparencies: A presentation can be printed directly on to
transparencies using the same options as paper printouts.

Supplemental Materials: Handouts, Notes Pages, and Outline Views can be
printed and distributed to an audience to support the PowerPoint
presentation.

Understanding File Types: The following are some of the file types used in
PowerPoint:

Presentation (.ppt): By default, PowerPoint will save your presentation file
with the .ppt extension.

PowerPoint Show (.pps): Saving a presentation as a PowerPoint Show
with the .pps extension will always open your presentation as a slide show.

Web Page (.htm, .html, . mht, . mhtml): PowerPoint 2003 allows you to
save your presentation as a Web page with the .htm or .html file extension,
with an accompanying folder containing associated files. Alternatively, you
can save the presentation as a Web archive that encapsulates the text and
graphics into a single file. This file format uses the .mht or .mhtml
extension.

Note: HTML files can be viewed by all Web browsers; MHTML files are
supported by Internet Explorer version 4.0 or later.

Design Template (.pot): Custom Templates are useful when you often use
the same style in a presentation. You can save a presentation as a Design
Template using the .pot extension.

Using the Microsoft Web Site

The Microsoft Office Web site provides PowerPoint users with support,
downloads, tools, and product documentation.

You can visit their Web site at

http:/ /www.microsoft.com/office/ powerpoint

TheRowefRointEnviroamentll [ [ |

Working with the PowerPoint Window

The PowerPoint window can be divided into four distinct areas:
The Slide Pane is the main area of the window.
The Outline and Slides Tabs are to the left of the Slide Pane.

The Task Pane is the panel to the right of the Slide Pane.
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The Notes Pane is the panel underneath the Slide Pane:

E Microzoft PowerPoint - [Presentation] Mi=] B3
:%‘ﬁ Eiie Edit  Yiew Insert Format  Tools  Slide Show  Window
- Help

x
X

i . |C|iCl‘( B jl ¥ show when inserting r

‘ Draty = | AutoShapes = w ] A @|&v£v&vﬂ B
A

lide 1 of 1 Default Desig English (LK.}
Cutline and Motes pane Slide Task
Slides Tabs pang pane

Using the Slide Pane

e The Slide Pane is where you do the majority of your work including entering
text, inserting pictures and objects, and animating your presentation.

e The Slide Pane shows up by default in Normal View.

To change the size of the slide in the Slide Pane

o the z bo tandard toolba
M

Using the Outline and Slides Tabs

e The Outline Tab presents a title and text outline of each slide in your
presentation. Slides can be edited in the Outline area or directly on the slide.
If you prefer to edit your text and slides in the Outline area, the Outlining
toolbar is dedicated to working in this view.
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To view the Outlining toolbar
e From the main menu, choose View > Toolbars > Outlining:

e The Slides Tab displays all slides in your presentation in thumbnail size. The
Slides tab area is an easy way to navigate your presentation. You can jump
to a slide just by clicking on it.

e The Outline and Slides tabs show up by default in Normal View:

/ Outline /' Slides ', X

1

To show the Outline and Slides Tabs (if they have been closed)
e From the main menu, choose View > Normal (Restore Panes).

To change the size of the Outline and Slides Tabs
o Click in the Slides tab or Outline tab area.

e Click the down arrow next to the zoom box on the Standard toolbar and
specify the percentage you want.

Using the Task Pane

e The Task Pane lists some of the most common tasks you may want to

accomplish in PowerPoint. The task panes are descriptive to help you quickly
locate the task you want.

To switch to other Task Panes

e Click the Other Task Pane down arrow and select another Task Pane from
the menu:
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.ﬂjNew Prezentation v[:!

[Fetting Started
Help
Search Results
Clip Art
Research
Clipboard

Mew Prezentation
Template Help
Shared ‘Workzpace

Document pdates

Shide Layout

Slide Deszign

Slide Design - Colar Schemes
Slide Design - Animation Schemes
Custorn Animation

Slide Transtion

Note: Each Task Pane is discussed in detail throughout this Manual.

Using the Notes Pane

¢ The Notes Pane is located under the Slide Pane. You can enter notes
relevant to each slide, which can be printed later.

e The Notes Pane shows up by default in Normal View.

The Different PowerPoint Views

All slide editing
e Slide Pane, Outline

erPoint
mprises

1z5] | Slide Sorter
& Slide Show F&
Maotes Page
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Understanding the Slide Sorter View

e The Slide Sorter view displays all slides in your presentation as thumbnails.
This view is useful to reorder, add, or delete slides. You an also preview
animation effects applied to each slide.

To view your presentation in Slide Sorter view
¢ From the main menu, choose View > Slide Sorter:

e ) E R L)
T HE

ERESERN TN =N ;L’T: -.-h.:L the addcres willlcan

wind il aw s devanl Backgiound and
noclo the ardoes

Understanding the Slide Show View

e The Slide Show view allows you to view your presentation as a slide show.
Your presentation is displayed as a full screen and you can view applied
animations.

ages will pri
otes entere

a smaller
underneath the slide.
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To view your presentation in Notes Page view
e From the main menu, choose View > Notes Page:

Discussion

w [DEfime suEject matter

want backgraund
and | inkeres | audience

Mote: Insert any notes pertaining to the =lide

Toolbars

Using Toolbars
e PowerPoint has 13 toolbars, including the Task Pane.
e By default, the Standard, Formatting, and Drawing toolbars are displayed.

¢ Most of the other toolbars are used only for specific functionality in
PowerPoint.

Note: You will learn how to use these toolbars when the specific functionality
is covered:

Standard

To show atoolbar

¢ From the main menu, choose View = Toolbars and select the toolbar you
want to display (you will see a check mark beside a toolbar when it is
visible):
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Wi i Ingert  Format  Toolz  Shde Show  Window

(2] omal R

Slide Sarter
& Slide Show Fa
Motes Page

b azter »

Color/Grayzcale 2

a
H Tazk Fane Crl+F1

Buler Formatting

and and Guides. .. Control Toolbox
|_j Header and Foater... Dirawing

2

Zoom... Icture

To hide a toolbar

e From the main menu, choose View > Toolbars.

e Select the toolbar you want to hide (you will not see a check mark beside a
toolbar when it is hidden).

To move atoolbar
e Place your mouse over the left side of the toolbar you want to move.
e Your mouse cursor must change to the move cursor:

‘l!ﬂ armatting

sl v18v|BIUS|.
& f_.- =__—| A - | & Design =] Mew Slide

e Each action is represented by an icon.

e When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears.

¢ Click the icon/action you want to use:

J New — Create a new presentation

= Open — Open a presentation
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= Save — Save a presentation

2 Permission — Sets permissions for opening or changing a document
= E-mail —Send the presentation as an e-mail

3 Print — Print the presentation

2 Print Preview — Change the display to print preview

4 Spelling — Start the spell checker

ad Search — Display the Basic Search Pane
& Cut — Cut selected text or object to the Office Clipboard

5 Copy — Copy selected text or object to the Office Clipboard

3 paste — Paste the last item from the Office Clipboard (Click the arrow to
select Paste options from a drop-down list)

‘|

Format Painter — Copy formatting

“ 7 Undo — Undo the last action
;Redo — Redo the last undo action

i Insert Chart — Start the Chart Wizard
E Insert Table — Insert'a table

EE“Table andsBorders — Display the Table and Borders toolbar

= Insert Hyperlink — Insert a hyperlink

Expand All — Expand the title and text for all slides on the Outline tab
A
A Show Formatting — Show or hide character formatting

L Show/Hide Grid — Show or hide gridlines
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- Color/Grayscale — Show the presentation in colour, black and white, or
greyscale

48% " Zoom — Zoom the Slide, Outline tab area, or Slides tab area

L Microsoft PowerPoint Help — Display the Office Assistant

& 00z - | @ ;\I
Show Buttons on One Bow '
Add or Remove Buttonz «

Toolbar Options — Customise the Standard toolbar from
the drop-down list

Using the Formatting Toolbar

e The Formatting toolbar provides quick access to commonly used formatting
actions.

e Each action is represented by an icon.

¢ When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears.

o Click the icon/action you want to use:

Al "/ Font — Select font styles from the drop-down list

15+ Font Size — Select a font size from the drop-down list

B Bold — Apply bold formatting to selected text

£ Jtalic — Apply italic formatting to selected text

U underline — Apply underline formatting to selected text
S Shadow - Apply shadow formatting to selected text

% Align/Leftt=Align text ar. inline objects to the left

IE” Center — Align textor inline objects to the centre

|Align Right — Align text or inline objects to the right

i Numbering — Add or remove numbering from a selected paragraph

- —

*= Bullets — Add or remove bullets from a selected paragraph
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-

A Increase Font Size — Increase font size
A Decrease Font Size — Decrease font size

“ Decrease Indent — Decrease the paragraph indent

¥
i

= Increase Indent — Increase the paragraph indent
| A~ . .
==  Font Color — Change the font colour with a drop-down list

| Desin gjige Design — Display the Slide Design Task Pane

JNewSide New Slide — Insert a new slide

M

Show Buttans aon One Row

add or Remove Butkons « . . .
Toolbar Options — Customise the Formatting toolbar.

Using the Drawing Toolbar
e The following are icons on the Drawing toolbar:

DISW ™ Draw — Display a menu listing picture editing options

Select Object — Select an object

| Atoshapes » AutoShape — Display a menu featuring various shapes

2 Line — Draw a line

ana
aw a re n
val — Draw an ova

hY
O

= Text Box — Insert a text box

4l Insert WordArt — Insert or format text with WordArt

-"l

% Insert Diagram or Organization Chart — Insert a diagram or
organisation chart
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&l Insert Clip Art — Display the Insert Clip Art Pane

l Insert Picture — Insert a picture from a file

& s Fill Color — Change the fill colour of an object with a drop-down list

o - Line Color —Change line colour with a drop-down list

s Font Color — Change font colour with a drop-down list

= Line Style — Change the style and thickness of a line

7% Dash Style — Change a line to a dashed line
= Arrow Style -- Change a line to an arrow
@ Shadow Style — Add a shadow to an object

J 3D Style — Add a 3D effect to an object

e Toolbar Options — Customise the Drawing toolbar from the drop-down list.
The Drawing toolbar provides quick access to commonly used drawing

actions.

Each action is represented by an icon.

When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears. Click the icon/action you want to use:

|E-:Iu:| ot Remove Butkans = Drawing »

Using the Ask a Question Box

e The Ask a Question Box allows you to type in key words relevant to the
topic you would like help with. It is located in the menu bar at the top right
of your screen:

Type a question for help -
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Understanding the Microsoft Office Assistant

e The Office Assistant will watch what you do and offer tips on how to work
more productively.

You can also use it to answer questions or obtain help with PowerPoint.
The Office Assistant is common among all your Office applications.

Any option changes made will be reflected in all Office applications.
Occasionally, the Office Assistant will display information on the screen as
you work.

If you are unsure about how to use PowerPoint, you should always read the
help offered.

To display Office Assistant
e From the main menu, choose Help = Show (or Hide) the Office Assistant:

Help reseatch

) Microsoft Office PowerPoint Help  F1

| Hide the Office fssistant [ |
i

Micrasaft Office Online
Contack Ls

Activake Produck, ..

Customer Feedback Options. .

Abaut Microsaoft OFfice PowerPaint

bt
W

Displaying Tips through the Office Assistant

e As you work, the Office Assistant will track your progress and recommend
tips by displaying a light bulb.

To display the tip offering advice
e Click the Office Assistant or light/bulb:

Customising the Office Assistant

e You can customise the Office Assistant by defining when the Office
Assistant is used and what types of tips are displayed.

e You can also change the default image to other images provided in the
gallery.
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To customise the Office Assistant
¢ Right-click on the Office Assistant and select Options from the menu:

Using Tips of the Day

e A Tip of the Day is displayed each time you start PowerPoint. If you take
the time to read these as they are displayed, you will soon be on your way to

becoming a PowerPoint expert. You can turn this option off in the Office
Assistant options.

To hide the Office Assistant
¢ Right-click on the Office Assistant and select Hide from the menu.

&3 Using the Help task pane

o The Help task pane offers assistance by enabling you to type a question to
find an answer, as well as the Help Table of Contents. Italso contains a list
of hyperlinks to Microsoft Office Online:

PowerPoint Help *
e a
Assistance

Search Far;

| |

@ Table af Contents

Microsoft Office Online

Connect ko Mickasaft Office Onl
s about Usi
ic3 A is list F

Assistance

@ Training
ﬁ Communities
'ﬂ'ﬂ Downloads
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To access the Help task pane
¢ From the main menu, choose Help > Microsoft Office PowerPoint Help

OR click the Help button @ on the mail standard toolbar

OR press the F1 key on the keyboard.

Review Questions

How would you:

e Choose between Presentation Types?

e Use the Slide Pane?

e Use the Outline and Slides Tabs?

e Use the Task Panes?

e Use the Notes Pane?

e Use Toolbars?

e Show/Hide a Toolbar?

e Move a Toolbar?

e Use the Standard, Formatting, and Drawing Toolbars?
e Use the Ask a Question Box?

e Display/Hide the Office Assistant?

o Display tips through the Office Assistant?
e Customise the Office Assistant?

e Use Tips of the Day?

e Access the Help task pane?

SAMPLE
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Presentations and Slides

When you have completed this learning module you will have seen how to:
e Open an Existing Presentation

e Create a New Blank Presentation

e Create a New Presentation from a Design Template

e Create a New Presentation using the AutoContent Wizard
e Create a New Presentation from an Existing Presentation
o Create a New Presentation from Templates

¢ Display the Basic Search Pane

e Display the Advanced Search Pane

e Search for Files

o Customise Searches

e Use Search Results

e Save a Presentation

e Save a Backup Copy

e Save a Presentation as a Template

e Save a Presentation as a Web Page

¢ Save Summary Information

e Password Protect a Presentation

e Close a Presentation

¢ Inserta New Slide

e Inserta Duplicate Slide

e Reorder Slides

o Copy Slides

e Delete Slides

Creating and Opening Presentations
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M Displaying the New Presentation Pane
e From the main menu, choose File = Newv:

New Presentation r

el

Mew
|} Blank presentation

From design termplate

m From AutoConkent wizard. ..

@ Fram existing presentation. ..
Phoko alburm, ..

Templates
Search online For:

(=]

Eﬂ Templates on Office Online

@ On ey compuker,.,
[ On my Wehb sites, .,

Recently used templates
Balance, pok
Maple. pak
Kimono, pok

Edge.pot

Opening an Existing Presentation

¢ Click From existing presentation... in the New Presentation task pane to
display the Open dialog box, and select the file you want.

o Click Open:

Mew
] Blark presentation

From design kemplate

From AutoiContent wizard. ..

n to displa e Open log

OR select an existing file from the list displayed in the File menu:
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File igdit Wiew  Inserk  Forr

New... Chrleh
[ Cpen... Chrl+0
| save Chrl+5
Save As...
Permissian ]
Properties

2 Presentation3. ppt !L

3 Presentationd, ppt
4 Presentation2, ppt

»
W

OR click the Open icon = on the Standard toolbar (this will display the
Open dialog box). Select the file you want. Click Open.

Creating a New Blank Presentation

e You can use the New Presentation Pane to create a new blank
presentation.

To create a new blank presentation
e Click the Blank Presentation link in the New Presentation Pane:

MNew Presentation v x

CHEA

Mew

] Blank presentation
From design template

24| on my computer...
(&1 onmy Web sites. .,

Recently used templates

Balance. pok
Maple, pok
Kirnano, pak
Edge.pok
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OR click the New icon B on the Standard toolbar.

Creating a New Presentation from a Design Template
e You can use the New Presentation Pane to create a new presentation from
a design template.

To create a new presentation from a design template
e Click the From Design Template link in the New Presentation Pane:

MNew
|_] Blank presentation

From design kermplate

@ Frarm P.utu:uCu:unte'f\IENizard. .

@ Fror existing presentakion. ..
Photo alburm. .

Creating a New Presentation using the AutoContent Wizard

e You can use the New Presentation Pane to create a new presentation using
the AutoContent Wizard.

To create a new presentation using the AutoContent Wizard
e Click the From AutoContent Wizard link in the New Presentation Pane:

New
|_] Blank presentation

Fraorm design kemplate
@ Fraom AutoContent wizard. ..

@ Fraom existing preﬂtatinn. “

hioto album,

To create a new presentation using an existing presentation

o Click the From existing presentation... link to open a dialog box.
o Select the existing presentation, and click Create New:

Creake New| =
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Creating a New Presentation from Templates

e You can also use the New Presentation Pane to create a new presentation
from Templates on Office Online, On my computer, or On my websites.

To create a new presentation from templates
e Click on the template source of your choice in the New Presentation Pane:

Templates
Search anline Far:

=]

Eﬂ Templates an Office Online

@ onomy compuker, ., %

[ On my Web sites, .,

Understanding the Search Pane
e From the Search Pane, you can search for files on your computer, based on
the file name or text in the file.

To access the Search pane
e From the main menu, choose File > File Search:

File igdit Wiew  Insert  Formak
] Mew... ChrlHM
5 Open... Chrl4o
=l save Ctrl+5
Save As...
Permission »

SAMPLE
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Searching for Files
o Type the text to be searched into the Search text textbox, and click Go:

: Basic File Search - x

eléla

Search for:

Search kext:

|

&) Search Tips. ..

Other Search Options:

Search in:

|Selected locations | v|

Results should be;

|Selected file tvpes | v|

Fast searching is currently disabled

Search options. ..

Using Search Results

To open afile in the search results
o Click on the file

OR click on the down arrow next to the file and select Edit with Microsoft
PowerPoint:

Search Results *

e 5] a

| @ Text Document, doc ﬂ
NEW TEX] Edit wi '
: L

Using Advanced Search

e If your basic search is unsuccessful, an advanced search can be made by
opening the Advance File Search task pane.

e Click Advanced File Search at the bottom of the Basic File Search task
pane, and the Advanced File Search task pane will open:
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Advyanced File Search LA

Search for:

Property: Text or property EI
Condition:  inchudes EI

Walue:

& and O Or
| Add | | Femove | | Remove Al |

I a0 | | Restare |

Other Search Options:

Search in:

Selected locations EI
Results should be:

Selected file byvpes EI

e Enter defined criteria for the search, and click Go.

Managing Presentations

Saving a Presentation
From the main menu, choose File > Save

OR click the Save icon = on the Standard toolbar.

If you are saving a new file, the Save As dialog box will appear.
d clic

Fro
bo

Eile hgu:lit Wiew  Inserk  Format

] Mew... Chrl+
[ Open... Chrl+0
=l save Ctrl+5
File Search. .. !
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Enter a new file name in the File Name text box and click Save.

Note: To work with the original file again, select it from the recent file list at
the bottom of the File menu.

Saving a Presentation as a Template

From the main menu, choose File = Save As to display the Save As dialog
box.

In the Save as type drop-down list, select Design Template (*.pot):

File mame: |Presentatinn4.ppt |

3ave &5 EYPEl |Presentation (*.ppk)

Presentation For Rewiew (*,
n Template (. pok)
PowerPoint Show (*.pps)

PowerPoint Add-In (*.ppa) —I
aIF Graphics Interchange Format (*.gif)
JPE File Inkerchange Faormat (*.ipg) i

Saving a Presentation as a Web Page

From the main menu, choose File = Save As to display the Save As dialog
box.

In the Save as type drop-down list, select Web Page (*.htm; *.html) or
Web Archive (*.mht; *.mhtml):

File mame: IPresentatiDn4.ppt |

3ave 35 YPel |presentation (*,ppt)

Fresentation (*,ppt;
iSinle File Web Page i, mbk: *. bkl
Web Page (% htrn; *. bkl

PowerPoint 95 (*,ppt)

PowerPoint 97-2003 & 95 Presentation (*.ppt)
Presentation for Review (*.ppE) LI

Saving“Summaryinformation

¢ _From the main menu, choose File = Propekrties.to display the Presentation
Properties dialog box.

o Click the/Summary tab.
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e Enter the information you want and click OK:

[Eemplate:

Password Protecting a Presentation
e There are two types of password protection for a presentation.
e You can set a password to restrict someone else from opening your

presentation, or you can set a password to restrict someone else from
modifying your presentation.

To set a password for opening your presentation
e From the main menu, choose Tools > Options. Click on the Security tab.

SAMPLE
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¢ In the text box to the right of Password to open, type your password:

To set a password for modifying your presentation
e From the main menu, choose Tools > Options. Click on the Security tab.
¢ In the text box to the right of Password to modify, type your password.

Note: If you forget your password, there's no way of retrieving it and
opening/modifying your document.

Closing Presentations
e From the main menu, choose File > Close

OR click the Close Window icon to the right of the Ask a Question box:

Inserting Slides
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Toinsert a new slide

From the main menu, choose Insert > New Slide

“ =] Mew Slide

OR click the New Slide icon on the Formatting toolbar

OR click on, or between slides in the Outline and Slides tab area and press
the Return button.

To insert a duplicate slide

From the main menu, choose Insert > Duplicate Slide.

Reordering Slides

You can reorder slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

Toreorder slides with the Outline tab

Click (and hold) the slide icon next to the slide number and drag the slide to
its new destination:

1 [ Introduction
e s Jeeplications
3 Product

4 Twerview

5 Features

To reorder slides with the Slides tab

lide to its new

rag the slid

destination.

Note: To reorder multiple slides simultaneously, hold down the Shift key
while selecting the slides to reorder.
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Copying Slides
e You can copy slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

To copy slides with the Outline tab

e Click the slide icon of the slide you want to copy.
o Click the Copy icon on the Standard toolbar

OR right-click on the slide icon. Select Copy:

Edit | Wiew Insert  Forma

¥} Undo Paste  Chrl+Z

& Cut Chrl+
=4 Copy Zhrl4iC %J
[’ﬂ; Office Clipboard. ..

& Ppaste Chrl+y

To paste the slide

o Click the slide icon that you would like the newly copied slide to appear after.
¢ Click the Paste icon on the Standard toolbar or right-click on the slide icon
e Select Paste.

To copy slides with the Slides tab
e Click the slide thumbnail of the slide you want to copy.
e Click the Copy icon on the Standard toolbar

OR right-click on the slide thumbnail. Select Copy.

the newly copied

and select

To copy slides in Slides Sorter view

¢ Click the slide thumbnail of the slide you want to copy, then click the Copy
icon on the Standard toolbar

OR right-click on the slide thumbnail, and select Copy.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 33 - Pow erpoint 2003 - Foundation Level Manual

To paste the slide

e Click in between the slide thumbnails where you would like the newly copied
slide to appear.

e Click the Paste icon on the Standard toolbar

OR right-click between the slide thumbnails and select Paste.

Deleting Slides

e You can delete slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

To delete slides with the Outline tab

e Click the slide icon of the slide you want to delete.
e From the main menu, choose Edit > Delete Slide

OR right-click on the slide icon of the slide you want to delete. Select
Delete Slide.

To delete slides with the Slides tab
¢ Click the slide thumbnail of the slide you want to delete.
e From the main menu, choose Edit > Delete Slide

OR right-click on the slide thumbnail of the slide you want to delete. Select
Delete Slide.

To delete slides in Slide Sorter view

¢ Click the slide thumbnail of the slide you want to delete.
e From the main menu, choose Edit = Delete Slide

OR right-click on the slide thumbnail of the slide you want to delete. Select

SAMPLE
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Edit | VWiew Insert  Format

¥} UndoPaste Chrl4Z
L) Repeat Paste  Chel4Y
& cut Chrl+
=5 Copy ki
ﬁ Cffice Clipboard...
[ Paste Chrl+y
Paste Spedial. ..
Paste as Hyperlink,
Clear Del
Select All Chrl+-A
Duplicate Ckrl+D
[ ooeesie ]
34 Find... Chrl+F
Replace. .. Ckrl+H
G0 bo Property. ..
Links...
Chieck

Review Questions

How would you:

Open an Existing Presentation?

Create a New Blank Presentation?

Create a New Presentation from a Design Template?
Create a New Presentation using the AutoContent Wizard?
Create a New Presentation from an Existing Presentation?
Create a New Presentation from Templates?

Display the Basic Search Pane?

M Page?

Save Summary Information?
Password Protect a Presentation?
Close a Presentation?

Insert a New Slide?

Insert a Duplicate Slide?
Reorder/Copy/Delete Slides?
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Using Master Pages

When you have completed this learning module you will have seen how to:

Display the Slide Master

Insert a New Slide Master

Insert a Duplicate Slide Master

Insert a New Title Master

Apply Multiple Slide and Title Masters to a Presentation
Preserve a Slide Master

Restore Slide and Title Masters

Delete Slide and Title Masters

Rename a Slide Master

Exit the Slide Master View

Display the Handout Master

Show the Slide Position on the Handout Master
Show the Outline Position on the Handout Master
Restore the Handout Master

Exit the Handout Master View

Display the Notes Master

Restore the Notes Master

Exit the Notes Master View

Working with Slide Masters

Understanding Slide Masters

The Slide Master contains slide formatting information applied to all slides in
your presentation. Elements determined by the Slide Master include location
and size of text placeholders, design templates and/or background
colours, and font size and colour:

Llick toedithlaster te xt Styles

— S5econd level
=“Third lewel

— Fourth lewel
» Fifth lewel

| dakerime:
: Date F'.rea
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¢ When the Slide Master is formatted, changes will appear on every slide in

your presentation.

Displaying the Slide Master

To view the Slide Master

¢ From the main menu select View > Master > Slide Master:

Wiew | Insert  Format  Tools  Slide Show  Window

B L

Slide Sorter
& slide show F5
Mokes Page

W colorjGrayseale , H !

andout Masker

Task Pane  Crrl4+F1 Motes Masker

Inserting a New Slide Master

o PowerPoint opens a new presentation with a default Slide Master. If you

want your presentation to have multiple Slide Masters, you can insert a new
Slide Master.

The Slide Master View must be active to insert a new slide master.

Toinsert a new Slide Master

Click the Insert New Slide Master icon on the Slide Master View toolbar:

| Clos i Wiew
S ie olb s up by default in Slide Master

OR from the main menu, choose Insert > New Slide Master.

|5|Il:|E Master Yiew

Inserting a Duplicate Slide Master

The Slide Master View must be active to insert a duplicate Slide Master.
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To insert a duplicate Slide Master
e From the main menu, choose Insert > Duplicate Slide Master:

Insert | Format  Tools  Slide She

| Mew Slide Master  Chrl+M

Mew Title Master

| Cuplicate Slide Master [ |

Slide Mumber

Understanding Title Masters

e The Title Master contains Title Slide formatting information applied to all
Title Slides in your presentation. Elements determined by the Title Master
include location and size of text placeholders, design templates
and/or background colours, and font size and colour.

o Title Slides are usually inserted into presentations to head-off different
sections of a presentation.

Inserting a New Title Master

¢ When you insert a Title Master, it is automatically linked to the style of your
Slide Master. These Masters are called Slide-Title Master Pairs. If you
change the formatting of the Title Master, the changes will remain
independent of the Slide Master.

¢ The Slide Master View must be active to insert a new Title Master.

To insert a new Title Master
e Click the Insert New Title Master icon on the Slide Master View toolbar:

Slide Master Yiew

Close Master YWiew

Insert MNew Title Master|

OR from thé main.menu, choose Insert = New Title Master:

Insert [ Fo e 5

=l New Slide Master  Ctris
Mew Title Master o |
Duplicate Slide MEIStEIF‘S

Note: To inserta new Title Master, the Slide Master that you wish to make
a Title Master for, must be displayed in the Slide Pane. To do this, click the
appropriate Slide Master thumbnail on the left of the screen.
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Applying Multiple Slide and Title Masters to a Presentation

e When you create a new Slide Master, it appears in the Slide Design Pane
under Design Templates Used in this Presentation. The application of
Design Templates is discussed in detail, later on in this manual.

Preserving a Slide Master

o If a Slide Master is not being used in a presentation, PowerPoint will delete it.
To avoid this, you can preserve Slide Masters.

o The Slide Master View must be active to preserve a Slide Master.

To preserve a Slide Master

e Click the Slide Master thumbnail on the left of the screen of the Slide
Master you want to preserve.
e Click the Preserve Master icon on the Slide Master View toolbar:

Slide Master Yiew

= 4 = | Close Master Yiew

Preserve Master

OR right-click on the Slide Master thumbnail on the left of the screen and
select Preserve Master:

le te , if you preserve the le or Slid aster,
y prese .

Restoring Slide and Title Masters

o If youdelete a Title, Text, Date, Slide number, or Footer placeholder on
your Slide or Title Master, you can restore it.

&

58 Copy
|j5 Paste
(]

Mew Slide Master

Mew Title Master

Delete Master
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To restore placeholders
e Click the Master Layout icon on the Slide Master View toolbar:

Slide Master Yiew -

ko NN Close Master View
by

Master Layout

e Selectthe placeholder/s you wish to restore:

Master Layout Ed |

Placeholders
W Title
¥ Text
¥ Date
¥ slide nurmber
¥ Footet

(4 I Cancel

e Click OK.

Deleting Slide and Title Masters
e The Slide Master View must be active to delete a Slide or Title Master.

To delete a Slide or Title Master

e Click on the Slide or Title Master thumbnail on the left of the screen that
you want to delete.

e Click the Delete Master icon on the Slide Master View toolbar:

Ok, o mchl Moim [ie 2y

Delete Masker

Renaming a Slide Master
¢ The Slide Master View must be active to rename a Slide Master.
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Torename a Slide Master

e Click on the Slide Master thumbnail on the left of the screen that you want
to rename.

¢ Click the Rename Master icon on the Slide Master View toolbar:

Slide Master Yiew

oL NE E | Close Master View

Fename Master

OR right-click on the Slide Master thumbnail on the left of the screen and
select Rename Master.

¢ Enter a new Master name:

Rename Master EH |
==
IinerPnint

_ conel |

Note: Whether you rename a Slide or Title Master, the name will be
applied to the Slide-Title Master Pair.

Exiting the Slide Master View
e Click the Close Master View icon on the Slide Master View toolbar:

Slide Master Yiew
= ; NE i
23 L W D) E [ [Close Master View
by
Close Master Wisw

from the main menu, choose View = Normal.

]

g the

e The Handout Master contains handout formatting information applied to
handouts and outline printouts.

e Placeholders in the Handout Master include location and size of header,
footer, date, and page number placeholders and text.
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Displaying the Handout Master
¢ From the main menu, choose View > Master > Handout Master:

Wiews | Imserk  Format  Tools  Slide Show  Window

IE Mormal

Slide Sorter
&1 sSlide Showe FS
Motes Page

| Master k Slide Masker

. ColorjGravscale 3 | Handout Master

TaskPane  Chrl+F1 Hlokes Master L'F

Showing the Slide Position on the Handout Master

e To show the position of slides on handouts in relation to the placeholders,
you can select from the various layout icons on the Handout Master View
toolbar.

To show different handout layouts

e Click one of the Show positioning icons on the Handout Master View
toolbar:

Handout Master ¥iew

0 B2 oo goo =
U == 538 =

| 5= | Close Master Wigw

Show positioning of &-per-page handl:uuts|

Showing the Outline Position on the Handout Master

atio aceholders
ic a ut Master View

Show positioning of outline

Restoring the Handout Master

e If youdelete a Date, Page number, Header or Footer placeholder on the
Handout Master, you can restore it.
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To restore placeholders

e Click the Handout Master Layouticon on the Handout Master View toolbar.
o Select the placeholder/s you wish to restore.

e Click OK:

Handout Master LayoutEl |

Placeholders

| mate
¥ | Ezge rumber
¥ | Header

["[-Footer
ok | cancel |

Exiting the Handout Master View
e Click the Close Master View icon on the Handout Master View toolbar

OR from the main menu, choose View = Normal.

Working with the Notes Master

Understanding the Notes Master

e The Notes Master contains formatting information applied to all Notes
Pages in your presentation.

¢ Elements determined by the Notes Master include location and size of
placeholders, background colours, and font size and colour.

¢ When the Notes Master is formatted, changes will appear on every Notes
Page in your presentation:

SAMPLE
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—
1hedm -

............. Header Area ! : Date Sres

TSI T AT

Master title

stgfle
= Click D edit Marer
sk
—Emcord lewel
+ Thud wul

= Founk ba s
= Pl

, Ok o il Kbodw leed i

Tacord |l
Fhad wml
Foulh el
FAlh el
_________________________________ Nates Body Area
et Footer .ﬁ.reaj : Mumber F'.rel-;J

Displaying the Notes Master

From the main menu select View > Master > Notes Master:

Wiew | Imsert  Format  Tools  Slide Show

Mormal

Slide Sorter
&l Slide Show FS
Mokes Page

e ] | e st

W ColorjGrayscale ,

Window |

Handout Master

Restoring the Notes Master
o If youdelete a Slide Image, Body, Date, Page number, Header, or
Footer placeholder on the Notes Master, you can restore it.

To restore placeholders
[ ]

Click the Notes Master Layout icon on the Handout Master View toolbar.
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Select the placeholder(s) you wish to restore. Click OK:

Motes Maszter Layout |

Placeholders
[ slide image
&Bndy
¥ bate
¥ | Fage numiter

¥ | Header
|7 fEaaker;

Ok I Cancel

To exit the Notes Master View

Click the Close Master View icon on the Notes Master View toolbar:

[=] |Close Master View

Close Master View

OR from the main menu, choose View = Normal.

Review Questions

How would you:

Display the Slide Master?

Insert a New Slide Master?

Insert a Duplicate Slide Master?

Insert a New Title Master?

Apply Multiple Slide and Title Masters to a Presentation?
Preserve a Slide Master?

Restore Slide and Title Masters?

Delete Slide and Title Masters?

Rename a/Slide Master?

Exit the Slide Master, View?

DRisplay the Handout Master?

Show the Slide Position on the Handout Master?
Show the Outline Position on the Handout Master?
Restore the Handout Master?

Exit the Handout Master View?

Display the Notes Master?

Restore the Notes Master?

Exit the Notes Master View?
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Formatting and Editing Slides

When you have completed this learning module you will have seen how to:
e Display the Slide Layout Pane

e Apply Text Layouts

e Apply Content Layouts

e Apply Text and Content Layouts

o Apply Other Layouts

e Use Automatic Layouts

e Select a Slide Background Colour

o Select a Slide Background Fill Effect

e Apply a Slide Background Colour or Fill Effect

o Select a Handout Background Colour

e Select a Handout Background Fill Effect

e Apply a Handout Background Colour or Fill Effect
e Select a Notes Page Background Colour

¢ Select a Notes Page Background Fill Effect

e Apply a Notes Page Background Colour or Fill Effect
¢ Omit Background Graphics from the Master

e Alter Slide Placeholders

e Alter Handout and Notes Pages Placeholders

e Insert Headers and Footers

e Insert Slide Numbers

e Add the Date and Time to Slides

e Add Page Numbers and the Date and Time to Handouts and Notes
¢ Change an Indent

e Change Tab Settings

e Change Paragraph Indentations

e Change Paragraph Alignment

e Set Line Spacing

e Add or Delete Bullets or Numbering

egiChange Bulletsstor Numbering Style

s Change Bullets'or Numbering Size

e Change Bullets or Numbering C olour

o Change the Starting Number in a Numbering List
e Create Custom Bullets

e ninsert a Picture as a Bullet

Working with Slide Layouts

Understanding Slide Layouts

e A slide layoutrefers to how placeholders are arranged on a slide. Each slide
layout contains a different combination of text and content placeholders.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 46 - Pow erpoint 2003 - Foundation Level Manual

Displaying the Slide Layout Pane

e When you create a new presentation or insert a new slide, the Slide Layout
Pane will display automatically.

To display the Slide Layout Pane (if it has been closed)
e From the main menu, choose Format = Slide Layout.

Applying Text Layouts

o Text Layouts arrange the slide into different configurations of text
placeholders. Typically a slide is divided into title and text placeholders.

To apply atext layout to a slide

e Locate the text slide layout you want from the Slide Layout Pane and click
on it:

Slide Layout T

Apply slide layout:

Text Layouts el

OR click the down arrow next to the text slide layout you want and select
Apply to Selected Slides.

Applying Content Layouts
o Content Layouts arrange the slide into different configurations of content.

¢ Content can be classified as Clip Art, Charts, Tables, Pictures, Diagrams
or Organization Charts, or Media Clips.
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e Typically a slide is divided into title and content placeholders.

To apply a content layout to a slide

o Locate the content slide layout you want from the Slide Layout Pane and
click on it

OR click the down arrow next to the content slide layout you want and select
Apply to Selected Slides:

Slide Layout * 3

el n

Apply slide layout:

Feapply Lavout

Insert New Slide

Applying Text and Content Layouts

¢ Textand Content Layouts arrange the slide into different configurations of
text and content placeholders.

o Typically a slide is divided into title, text, and content placeholders:

Click icon to add
content
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To apply text and content layouts to a slide

e Locate the text and content slide layout you want from the Slide Layout
Pane and click on it

OR click the down arrow next to the text and content slide layout you want
and select Apply to Selected Slides.

Applying Other Layouts

e Other Layouts arrange the slide into miscellaneous configurations of text
and content placeholders.

To apply other layouts to a slide
o Locate the other slide layout you want from the Slide Layout Pane and click
on it

OR click the down arrow next to the other slide layout you want and select
Apply to Selected Slides.

M Automatic Layouts

¢ When you insert content into a slide that doesn't fit into your original layout,
such as a picture or diagram, your slide layout will automatically adjust to fit
the new content.

¢ When this automatic adjustment occurs, the Automatic Layout Options
button will appear giving you the option to keep or discard the change:

14
A

" Keep Source Formatting ‘

Iz Design Templake Farmatking

Applying Bagkgroungs A Emm Ep—

Understanding Backgrounds
e Backgrounds can he applied to slides, handouts, and notes.

e mBackground options include calours, gradients, textures, patterns; and
pictures.

To select a Slide Background Colour

e From the main menu, choose Format = Background and click the down
arrow:
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Background
~Background Fill Apply ko All |
< Titke of Slide apply
+ Bullet text
e |
Presiew
[
|: ‘ | Automatic ‘ cher
] (OUNEECOEEN
More Colars. ..
Fill Effects. ..

o Select the colour you wish to apply to the slide background.
e Click on More Colors to choose from a wider selection of colours.

To select a Slide Background Fll Effect

e From the main menu, choose Format = Background and click the down
arrow.

e Click Fill Effects. This will open a Fill Effects dialog box.

e Click on the Gradient, Texture, Pattern, or Picture tabs to apply the fill
effect.

o Click OK:
Fill Effects

Gradient |Texture I Pattern I Picture I

~Calors
Color 1:

ore Cancel |
[

" Two colars

" Preset ﬂ J j

Drarl Light

Transparency

" Diagonal up Sample:
" Diagonal down
" From corner

™ From kitle

[T Rotate fill effect with shape
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Applying a Slide Background Colour or Fill Effect
e Background colours and fill effects can be applied to individual or all slides.

To preview what the slide background will look like
e Click Preview.

To apply the background to the current slide only
o Click Apply.

To apply the background to all slides
e Click Apply to All.

Selecting a Handout Background Colour
¢ From the main menu, choose View > Master > Handout Master.

¢ From the main menu, choose Format > Handout Background and click the
down arrow:

Faormat iL:u:uIs Slide Show  Wwinde

A Fork..,

=3

:=| Bullets and Murmbering. ..

Lime Spacing. ..

= Slide Design...

|Z2| Handout Master Layout. .,

und.

ound and click the
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e Select Fill Effects to open a Fill Effects dialog box:

Fill Effects Ed

Gradient  Texture |F‘attern | Picture |

Texkure:

Cancel |

Sample:
Blue tissue paper

Other Texture. .. |

I Rotate Fill effeck with shape

e Click on the Gradient, Texture, Pattern, or Picture tabs to apply the fill
effect.

e Click OK.

Applying a Handout Background Colour or Fill Effect

e __Applying a background colour or fill effect to handouts changes all handouts
and handout printouts.

To preview whatthe'handout background caoletrerril effect will look like
e Click Preview.

To apply the handout background colour or fill effect
o Click Apply.

To select a Notes Page Background Colour

e From the main menu, choose View = Notes Page.
¢ From the main menu, choose Format > Notes Background.
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e Select the colour you wish to apply to the slide background.

To select a Notes Page Background Fill Effect

e From the main menu, choose View > Notes Page.

e From the main menu, choose Format > Notes Background and click the
down arrow.

e Select Fill Effects to open a Fill Effects dialog box:

Fill Effects

t

to apply

ndCol or Fill Eff

o Background colours and fill effects can be applied to individual or all Notes
Pages.
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To preview what the notes page background colour or fill effect will look like
e Click Preview:

Hotes Background

Background Fil — ] apphy ko Al |

' Title of Slide
+ Bullet text

D I:. Cancel

Preview
2

™ omit background graphics from master

Apply

ik

To apply the background colour or fill effect to the current notes page only
e Click Apply.

To apply the background colour or fill effect to all notes pages
o Click Apply to All.

Note: You can also change the background colour or fill effect for all notes
pages with the Notes Master.

Omitting Background Graphics from the Master

¢ You will notice on the Slides and Notes Background dialog box, there is a
check box for omitting background graphics from the master. If you have
added a graphic to the Slides or Notes Master (it appears on every
subsequent slide or notes page), you can omit the graphic from individual
slides by checking this box:

Hotes Background

phlﬁmit background graphics From master

Modifying Slide Attributes
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Altering Slide Placeholders

e The positions of title, text, and content placeholders are determined by the
Slide Layout. However, placeholders can be moved and resized.

To resize a placeholder for a single slide

¢ In Normal View, click on the placeholder border.

¢ Click (and hold) the sizing handle and drag the placeholder to the size you
want:

* Click to add
text

To move a placeholder for a single slide

¢ In Normal View, click on the placeholder border. Your mouse cursor must
change to the move cursor:

=+'+'

Click to add
subtitle

¢ Click and dragithe placeholder to where you want it.

Note: To alter placeholders for all slides, make the placeholderéhangeson
the Slide Master.

Altering Handout and Notes Pages Placeholders

¢ Handouts contain Header, Footer, Date, and Page Number placeholders.
When handout placeholders are altered, changes are made to all handouts
and handout printouts.
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To alter handout placeholders

¢ From the main menu, choose View > Master > Handout Master.
e Make placeholder changes.

¢ Notes Pages contain Slide Image and Body placeholders.

To alter single note page placeholders
e From the main menu, choose View > Notes Page.
e Make placeholder changes.

Note: To alter placeholders for all notes pages, make the placeholder
changes on the Notes Master. The Notes Master also allows changes to
Header, Footer, Date, and Page Number placeholders.

Inserting Headers and Footers

e From the main menu, choose View > Header and Footer. This will display
the Header and Footer dialog box:

Header and Footer E3 |

Slide | Motes and Handouts I

|I'ISEf'taﬂn'l§ %ﬁg ~Include on slide
¥ Date and time
™ Lpdate automatically Apply |
|t1/12/2003 =l Cancel |
Language; Calendar type;
IEninsh (.50 j I'-.-'-.-'estern j
%" Fixed

Add Slide Number I

m—- | [ Slide number
ﬂ- |7 Faater

Add a Footer

e mMakKe sure the footer check bax is checked. Type in your desiredytext.

o Click Apply to apply to the current slide. Click Apply to All to apply to all
slides.

Note: To insert headers and footers for Notes and Handouts, click on the
Notes and Handouts tab in the Header and Footer dialog box.

Inserting Slide Numbers
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To insert a slide number on a single slide

e Click in the placeholder where you want the slide number to appear.
e From the main menu, choose Insert > Slide Number.

To insert slide numbers for all slides
e From the main menu, choose View > Header and Footer.
e Click the Slide number check box.

e The Slide Number will appear where the slide number placeholder is located
on the Slide Master.

To change the starting slide number

e From the main menu, choose File > Page Setup. Change the number in the
Number slides from box:

Page Setup H

Slides sized for: — Qrientation

ion-screen Shaw — Slides

T ; Cancel |
Width: " Porkrait
|1III 3: Inches ¥ Landscape

Height: _ ~Motes, handouts & outline
|?.5 3, Inches Ly (% Porkrait
Mumber slides From: A

" Landscape

1 =

Adding the Date and Time to Slides

To insert the date and time on a single slide

e Click in the placeholder where you want the date and time to appear.
o__From the mainmenu, choose Insert> Date.and Time,

Toinsert the date ahd timelforiall slides
¢ From the main menu, choose View = Header and Footer.

e Click the/Date and time check/box. Click the Update automatically check
box and“select the date 'and time format you want by clicking on the“down
arrow:
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Header and Footer |

Slide | Mates and Handouts |

—Include on slide

V¥ Date and time
* Update automatically

20011)2003 |
2001112003
Thursday, 20 Movember 2003
20 Movernber, 2003
20 Movernber 2003
20-Mow-03
Maovernber 03
| Mose-03

L7 Sl -1 1 22003 00204
v Foo|20/11/2003 00:04: 16
I— 000

000416
12:04 AM
[~ Don 1 7:04:16 am

OR click the Fixed check box and enter a set date and time.

e The Date and Time will appear where the Date and Time placeholder is
located on the Slide Master.

Adding Page Numbers and the Date and Time to Handouts and Notes
¢ From the main menu, choose View > Header and Footer.
e Click the Notes and Handouts tab:

Header and Footer |

Slide  Motes and Handouts |

Include on page Apply ko All

v Dake and kime

FEniew

¥ Header

v Page number
[ Footer
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Click the Page number check box.
Click the Date and time check box. Select the date and time format you
want by clicking on the down arrow.

Note: The Page Number and the Date and Time will appear where the
placeholders are located on the Handout and Notes Masters.

Paragraph Settings

Changing Indentation Settings

The Horizontal Ruler is used to change the indentation.

To display the Ruler

Select the text placeholder on the slide.
From the main menu, choose View > Ruler.

By default, the horizontal ruler contains indent settings for five layers (you
can see this on the Slide Master). Each layer has a first line indent and a
left indent marker.

The first line indent dictates where the first line in a paragraph or a bullet
or number will begin.

The left indent marker dictates where the second line of a paragraph or the
text next to a bullet or number will begin:

(=] E— 7

To change the first line indent

Click in the placeholder or highlight the text you want to indent.
Click and drag_on the first line indent marker:

N A

0 chadge the left indent marker

Click in the placeholder or highlight the text you want to indent.
Click and drag the triangle on the left indent marker:

Note: To move both the first line indent and left indent marker together,
click and drag the rectangle on the left indent marker.
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Changing Tab Settings
e The Horizontal Ruler is used to change tab settings.

To display the Ruler
¢ From the main menu, choose View > Ruler.

e The horizontal ruler contains default tab settings. These are the small grey
vertical lines that appear at the bottom of the horizontal ruler:

To insert a left tab stop

o Click the tab icon (at the very left of the Ruler) until the left tab symbol
appears:

N

e Click the section of the ruler where you want the tab.

Toinsert a centre tab stop
o Click the tab icon until the centre tab symbol appears:

I

o Click the section of the ruler where you want the tab.

Toinsert aright tab stop

until ight ta

want the tab.

To insert a decimal tab stop
¢ Click the tab icon until the decimal tab symbol appears:

£

L3 |
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Click the section of the ruler where you want the tab.

Changing Paragraph Indentations
You can increase or decrease paragraphs or bulleted text indents.

To increase an indent
Select the paragraph you want to increase the indent.

[ ]
= on the Formatting toolbar.

e Click the Increase Indent icon

To decrease an indent
e Select the paragraph you want to decrease the indent.

on the Formatting toolbar.

i
[

Click the Decrease Indent icon

Changing Paragraph Alignment
Paragraphs and bulleted text are aligned in relation to the placeholder

[ ]
Text and bulleted text can be left aligned, right aligned, centred, or

[ ]
justified in the placeholder.

To left align paragraphs and bulleted text

Select the text you want to left align.
on the Formatting toolbar

Click the Align Left icon
OR from the main menu, choose Format > Alignment > Align Left.

Toright align paragraphs and bulleted text
elect the text you want to right align.

¢ Select the text you want to centre.
= on the Formatting toolbar

Click the Center icon
OR from the main menu, choose Format > Alignment > Center.
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To justify paragraphs and bulleted text
e From the main menu, choose Format > Alignment > Justify:

Format | Tools  Slide Show  window  Help
A Fort...

- —

:= Bullets and Murbeting...

| Alignment 2 | Align Left  Chr+L
Line Spacing. .. = Center Chrl+E

T2 03 04 05 00

Ea

Change Case... Align Right  Ctrl+R

Justkify m

Replace Fonts, ..

Setting Line Spacing

To change line spacing

e From the main menu, choose Format > Line Spacing.

o Click the up or down arrow next to the Line Spacing box to increase or
decrease the line spacing:

Line Spacing EE3 |
Line spacing

2 [nes =]
Before paradraph
IIII j’ ILines j
After paragraph
b & [ =

ITI Cancel | Freyien

egYou,can also imerease Lime spacingsby pointsmCilick thesdown arrowsensthe
Lines box and select Points:

| Line Spacing

Lines

JiPoints

After paragraph
IIII ﬂ ILines j
oK I Cancel | Frevien
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To increase or decrease spacing above a paragraph

e From the main menu, choose Format > Line Spacing.
o Click the up or down arrow next to the Before paragraph box to increase or
decrease the spacing.

To increase or decrease spacing below a paragraph
e From the main menu, choose Format > Line Spacing.

e Click the up or down arrow next to the After paragraph box to increase or
decrease the spacing.

Bullets and Numbering

About Bullets and Numbering

e Bullets and Numbering are useful tools to divide your slide into points.
Bullets and numbering come in different styles, sizes, and colours.

e When you format a bullet or number, changes apply only to the current

slide. To apply bullet or numbering formatting to all slides, make changes
to the Slide Master.

Adding or Deleting Bullets or Numbering
e Bullets show up by default in body text placeholders.

To add or remove bullets
o Highlight the paragraph/s you want to add or remove bullets from.

-

e Click the Bullets icon = on the Formatting toolbar.

To add or remove numbering
e Highlight the paragraph/s you want to add or remove numbering from:

e Click the Numbering icon E on the Formatting toolbar.

€Changing Bullets or'Numbering Style

To change bullet style

e From the main menu, choose Format = Bullets and Numbering.
e Click on the bullet style you want.
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¢ Click OK:
Bullets and Numbering
Bulleted Ir'-.luml:uereu:l I
[ | —
Mone .
[ |} —
a—— VS
a-—- v
a-—- v
Size: |100 = % of text Picture:. ..
Color: I_ "I Cuskamize. .. |

Reset | Ik I Zancel |

To change numbering style
e From the main menu, choose Format > Bullets and Numbering.

e Click on the Numbered tab. Click on the numbering style you want. Click
OK.

Changing Bullets or Numbering Size
e Bullets and numbering size is determined by a % of the text size.

g g size
Fro For
lick the up nar Xt t
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Bulletz and Mumbering |

Bulleted NUFﬂbEFEdl

1] I

Mone 2] I

3 Il

A a) a [

B ) b ii

C c) C iii

Size: 100 = % of bext Stark at: |1 =

Colar: I_ "I

Feset | (0] 4 I Cancel |

To change Bullets or Numbering Colour

e From the main menu, choose Format > Bullets and Numbering.
e Click the down arrow next to the Color box.
e Select the colour you wish to apply to your bullets or numbering.

Note: To choose from a wider selection of colours, click on More Colours.

To change the Starting Number in a Numbering List
e From the main menu, choose Format > Bullets and Numbering.

o Click on the Numbered tab. Click the up or down arrow next to the Start at
bex, to changegthe startinggnumber imgthe numbering lists

To'Creaie Custom Bullets

From the main“menu, choose Format > Bullets and Numbering.
e Make sure the Bulleted| tab is highlighted.

Click on Customize.

The Symbol dialog box will open:
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=
-

Symbaol
Eonk: I{nurmal kext) ;I Subset: ILetterIike Symbols
—|—— _ ¢ H : t e | o ) _I_ :I: .|

%o| " | " y (T AT T T
i1t In|F|£Peiml|d|€|%| L fel c |1~ _|
% %% %% 1= Lo 1]t a]aTE
Recently used symbols;
elg|¥|o[®@™ +[#[<]z]+]x][=|pulalp

CIHM SIGMN

Character code; |2126 From: ILIniu:u:u:Ie (hex)

Select a customised bullet and click OK.

o]

=~

Cancel |

e

Toinsert a Picture as a Bullet

From the main menu, choose Format > Bullets and Numbering.
Click on Picture to open the Picture Bullet dialog box:

Picture Bullet

Search kexk; I

]
+ [ B
q
| X .
q
& & &
Imnport... | Ok |

=

Cancel |

Select a picture bullet and click OK.
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To use your own pictures as bullets

e Click the Import button at the bottom of the Picture Bullet dialog box.
¢ Locate the picture you want and click Add.

Review Questions

How would you:

o Display the Slide Layout Pane?

e Apply Text Layouts?

o Apply Content Layouts?

e Apply Text and Content Layouts?

o Apply Other Layouts?

e Use Automatic Layouts?

¢ Select a Slide Background Colour?

e Select a Slide Background Fill Effect?

e Apply a Slide Background Colour or Fill Effect?

e Select a Handout Background Colour?

e Select a Handout Background Fill Effect?

o Apply a Handout Background Colour or Fill Effect?
e Select a Notes Page Background Colour?

e Select a Notes Page Background Fill Effect?

e Apply a Notes Page Background Colour or Fill Effect?
¢ Omit Background Graphics from the Master?

e Alter Slide Placeholders?

e Alter Handout and Notes Pages Placeholders?

e Insert Headers and Footers?

¢ Insert Slide Numbers?

e Add the Date and Time to Slides?

¢ Add Page Numbers and the Date and Time to Handouts and Notes?
¢ Change an Indent?

e Change Tab Settings?

e Change Paragraph Indentations?

o Change Paragraph Alignment?

e Set Line Spacing?

e Add,or Delete Bullets or' Numbering?

e Change Bullets'or Numbering Style?

o Change Bullets or Numbering Size?

e Change Bullets or Numbering Colour?

e Change the Starting Number in a Numbering List?
e Create Custom Bullets?

e Inserta Picture as a Bullet?
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Formatting and Editing Text

When you have completed this learning module you will have seen how to:
e Add Placeholder Text

e Add Text Box Text

o Add WordArt Text

e Use Smart Tags — AutoFit

e Select a Word

e Select All Text in a Text Placeholder or Text Box
e Change the Font Size

e Change the Font Style

¢ Change the Font Colour

o Make TextBold, Italic, Underlined, or Shadowed
e Change Font Case

e Replace Fonts

e Use the Format Painter

e Delete Text

e Undo the Last Action

e Undo Multiple Actions

e Redo the Last Undo

e Redo Multiple Undos

o Find Text

e Replace Text

e Check Spelling

e Use Spell Check Options

e Use Smart Tags — AutoCorrect

e Display the Clipboard Task Pane

e Copy or Cut Items to the Office Clipboard

o Paste a Single Item from the Office Clipboard
e Paste all Items from the Office Clipboard

o Delete Items from the Office Clipboard
sgiClear the OffigexClipboard

s Use'Smart Tags - Paste Option

Adding Textteraislide WA/ B & [ i

Adding Placeholder Text

e Text placeholders appear on the slide by default when you select a text
layout from the Slide Layout Pane:

&

Text Placeholder
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To add text to a placeholder
e Click in the placeholder and begin typing.

Adding Text Box Text
e Text boxes are useful when you need to add text to a specific area of a slide.

To add a text box

o Click the Text Box icon = on the Drawing toolbar
OR from the main menu, choose Insert > Text Box.

o Click the area of the slide you would like your text box, and drag the text box
to the size you want.
e Click inside the text box and begin typing.

Toresize a text box

e Click (and hold) the sizing handle and drag the text box to the size you
want.

To move a text box

e Click (and hold) the outside of the text box (your mouse will change to the
moving cursor.)

¢ Drag the text box to where you want.

To rotate a text box

e Click (and hold) the rotate handle and drag the text box until you reach the
angle you want:

Adding WordArt Text
o WordArt adds artistic effect to your text.

Toinsert WordArt

e Click the WordArt icon 4 in the Drawing toolbar

OR from the main menu, choose Insert > Picture > WordArt. This will
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open the WordArt Gallery dialog box.

e Select a WordArt Style and click OK.
o Type your textand click OK:

Toresize WordArt

e Click (and hold) the sizing handle and drag the WordArt to the size you
want.

To move WordArt
e Click (and hold) the WordArt and drag it to where you want.

To rotate WordArt

¢ Click (and hold) the rotate handle and drag the WordArt until you reach the
angle you want:

Adding Notes
e Click in the Notes Pane and begin typing.
e Select View > Notes Page to view the notes page for the current slide.
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Using Smart Tags — AutoFit
e When you insert text into a placeholder that doesn't fit into the placeholder,
the text automatically resizes to fit the placeholder

e When this automatic resizing occurs, the AutoFit Options button will appear
giving you the option to keep, discard, or modify the change:

.
= -

(' AutoFit Text ko Placeholder
Stop Fitking Text to This Placeholder

Zr  Control AutaCaorrect ©ptions,..

Formatting Text

Selecting a Word

e To format text, you need to select it before you can apply any formatting
changes.

To select aword

e Click (and hold) to the left of the word and drag your mouse across the word:

Selectl

Selecting All Text ina Text Placeholder or Text Box

e Click (and hold) at the start of the text and drag your mouse to the end of
the text

OR click at the start of the text

OR from the /main menu, choose Edit > Select AHN.

Changing the Fent Size
o Select theg text to be changed.

¢ “Click the'down arrowon‘the Font Size icon and select the size"you want:
18 =

OR from the main menu, choose Format > Font. This will display the Font
dialog box:
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Font |
Fant: Fonk skyle: Size:!
Im IReguIar I 15

_ g Ceneel |

T Arial Alternative Eiold 20

T Awial Black Ttalic 24— Freview |
i 28

T srial Monospace Bold Italic
T Arial Marrow j 32 LI
—EFffects Color:

[ Underline [~ Superscript I_ "'I
[ shadow Offsek: IIII 3: %

[~ Emboss [ subscript

[~ Default for new objects

This is a TrueType Fonk,
This same Fonk will be used on bath vour prinker and your screen,

Click on the font size you want then click OK.

Changing the Font Style

Select the text to be changed.

- - I|:'| i | -
Click the down arrow on the Font icon - and select the style

you want

OR from the main menu, choose Format > Font. This will display the Font
dialog box.

Click on the font style you want, then click OK.

Changing the Font Colour

Select the text to be changed.

Click the down arrow on the Font Color icon & and select the colour you
want

OR from the/main menu, choose Format |= Font. This will display the Font
dialog box.

Clickion the fontcolour you want then click OK.

Note: To choose from a wider selection of colours, click on More Colors.

Making Text Bold, Italic, Underlined, or Shadowed

To make text bold

Select the text to be bolded.
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e Click the Bold icon B on the Formatting toolbar.

To make text italic
e Select the text to be italicized.

I

e Click the Italic icon on the Formatting toolbar.

To underline text

e Select the text to be underlined.

e Click the Underline icon ¥ on the Formatting toolbar.

To add a shadow to text
e Select the text to be shadowed.

e Click the Shadow icon #® on the Formatting toolbar.

Note: To undo formatting, select the text and click the relevant formatting
icon again.

Changing Font Case

¢ Changing Font Case is an easy way to make large changes to upper and
lower cased letters.

To change font case

o Select the text to be changed.
e From the main menu, choose Format = Change Case to open the Change
Case dialog box:

Change Case

e Select the case you want and click OK.

Replacing Fonts

¢ Replacing Fonts is an easy way to make large font style changes to your
entire presentation.
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To replace fonts

From the main menu, choose Format > Replace Fonts to open the
Replace Font dialog box:

Replace Font EH |
=

With: Close |
I Batang j

Change the font you want to replace by clicking the down arrow next to the
Replace box.
Change the font you want to replace with by clicking the down arrow next to
the With box.

Click Replace.

Using the Format Painter

The format painter applies all font and formatting attributes from selected
text, to any other text.

To use the format painter

Click in or highlight the word that has the desired font and formatting
attributes.

Click the Format Painter icon 7 on the Standard toolbar.
Highlight the text you want formatted with the new attributes.

Deleting Text

Select the text to be deleted.
From the main_menu, choose Edit > Clear

OR press the Delete button on your kKeyboard.
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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