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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

+
+

-

1l
1L
i
i
]
)
>

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

Installing the Sample Files

e Use Windows Explorer to create a folder called PowerPoint 2003 Advanced
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_advanced_usa\exercise_files to the My
Documents\PowerPoint 2003 Advanced Samples folder. If these files have
been copied to/your network server, then askyour trainer/supervisor for more
information about how to copy these files ta your PC’s hand disk.

o Notes for tutors:
The above /instructions are for Windows that has not been set-up for a multi-
userenvironment (with individual profiles).’ The instructionsrabove maysrequire
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.

The following system requirements for the exercises are:

For Speech Recognition: Headset or microphone, speakers, Internet Explorer
5.0 or later.

For Shared Workspace: All collaborators must be connected to a MS Windows

FOR USE AT THE LICENSED SITE(S) ONLY
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SharePoint server.

For Handwriting Recognition: Where possible pre-install from the Microsoft
Office Setup CD.

SAMPLE
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Speech and Handwriting Recognition

When you have completed this learning module you will have seen how to:
e Understand Speech and Handwriting Recognition
e Install Speech Recognition

e Install Handwriting Recognition

e Use the Language toolbar

¢ Dictate text using Dictation mode

e Use Voice Commands

e Add unrecognized words to Speech recognition

e Add words to the dictionary

¢ Do additional voice recognition training

¢ Add an input language

e Add verbal punctuation

o Work with verbal Voice Commands

e Use Handwriting Recognition

¢ Use the Writing pad

e Use the Writing toolbar

What is Speech and Handwriting Recognition?

Understanding Speech Recognition
¢ Speech and Handwriting Recognition is included in all Office applications.

e Speech Recognition enables you to use voice commands to dictate content,
rather than using the keyboard or mouse.

Note: Speech Recognition is designed ta recognize the American English
accent, and therefore Englisn-speakers of other countries may experience some
difficulty with this tool.

Understanding Handwriting Recognition

¢ Handwriting Recognition enables you to write, using a tablet and pen stylus,
into the computer where the text is converted into typed text.

Note: Both these tools are used in conjunction with the regular methods of
input.

FOR USE AT THE LICENSED SITE(S) ONLY
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Setting up Speech Recognition

Installing Speech and Handwriting Recognition

o There are system requirements that are necessary in order to use the speech
and handwriting recognition tools, and for them to function successfully. These
are listed below.

To use Speech Recognition
¢ You need a headset or microphone, speakers, and Internet Explorer 5.0 or later.

To use Handwriting Recognition
¢ You need a pen stylus and tablet, or mouse.

To install Speech Recognition

e From the main menu, choose Tools = Speech.

e The following dialog box will open and lead you through the set-up procedure.
e Click Next:

Welcome to Office Speech Recognition &

Eﬂ A To increase the accuracy and reliability of speech recognition, you must
o firsk:
[ | . )
1. Adjust your microphone.,
2. Train Office For speech recognition.

This will take about 15 minutes. Please make sure you are in a quiet
enviranment, Cli et ko begin £ i

FOR USE AT THE LICENSED SITE(S) ONLY
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Click Next:

Microphone Wizard - Welcome [ x|

‘Welcome to the Microphone Wizard!

This wizard helps vou test your microphone For use with
speech recognition,

Before you begin, make sure that your microphone and
speakers are properly connected to vour computer, Refer
to wour microphone and speaker instructions For more
infarmakion.

If wou are using a headset microphone, adjust the
headset microphone as shown, Position the microphone
5o that it is about an inch From the side of wour mouth
and so that you are not breathing directly inko it

To continue, click Mext,

< Back I Mext > I Cancel |

When you have read aloud the following as instructed in the dialog box, click
Next:

Microphone Wizard - Test Microphone E

Adjust Your Micraphone Yolume

Read the Following sentence in your everyday tone of voice
until the volume meter level consistently stays in the green
area:

"T am using the Microphone Wizard, Ik is adjusting the
wolume of my microphone,”

If the volume meter does nok move as you are speaking, dlick
Cancel In the Speech properties of the Contrnl Panel window,
.ﬂ.udlo Input tomake sure you have se

The following test depends on whether a headset or a microphone is installed.

If you have a headset, read the text as instructed, and Finish. (If you have a
microphone and not a headset, click Finish):

FOR USE AT THE LICENSED SITE(S) ONLY
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Microphone Wizard - Test Positioning

Pasition Your Microphone

If wou donot have a headset microphone, click Finish,

Read the following sentence in vour evervday tone of voice:

"This papaya tastes perfect”

After a pause, a recording will be plaved back to wou, IF it
sounds like vou are blowing inko the microphone, reposition
the microphone, and repeat the above sentence.

whien wou have adjusked the microphone so that it does
not sound as though wou are blowing inko it, click Finish,

< Back I Finizh I Cancel |

o Follow the step-by-step instructions for Voice Training.

e Read the detailed text as directed so that the speech recognition engine can
record your speech patterns.

To install Handwriting Recognition

e Insert the Office Setup CD into the CD-ROM drive.

e In the Office Setup dialog box, select Add or Remove Features, and click
Next.

e Check the Choose advanced customization of applications checkbox.

e Click Next.

e Click Alternative User Input in the Office Shared Features folder, and select
the Handwriting option.

e Choose'Run from My Computer and click Update.

o Office will be'updated with the handwriting recognition toals.

Note: Once the Speech and Handwriting Recognition has been installed on the
computer; both are accessible in all Office applications.

Using Speech Recognition

FOR USE AT THE LICENSED SITE(S) ONLY
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Using the Language Toolbar

e The Language toolbar will display automatically on the screen as soon as the
installation has been completed.

e The toolbar is displayed when any Office application is open.

e The Language toolbar displays the following options:

Language - the default language.

Microphone - switches the microphone on and off.

Callout - displays the current status of recognition, for example, Microphone is
On, Dictation, Voice, Command.

Tools - Learn from document, Option, Training, Add/Delete Word(s), Current
User.

Toolbar Options - Speech Tools, Help, Settings, Restore Defaults.

To turn the microphone on
e Click Microphone on the Language toolbar:

| B Engish (United States) | & Micraphane @Tm|s| )

-
-

To dictate text using Dictation mode
e Click Microphone on the Language toolbar.

e Click the Dictation button
e Dictate your text by speaking into the microphone:

i

2 Microphone

To@gtivate afoolbar or mentfitemuisingMoiceCommand

e Click Microphone on the Language toolbar.
e Click the Voice Command button.
e |ssue the voice command:

o Microphone | Gl Dictation 43 Voice Command
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To add unrecognized words to Speech Recognition

¢ On the Language toolbar, click Tools > Learn from document...

¢ Speech Recognition will list any unrecognized words in the current document
which may be added to the standard dictionary:

Opkions. ..

Training...
Add/Delete Ward(s), .

Current User L4

To add words to the dictionary

e On the Language toolbar, choose Tools > Add/Delete Word(s).
¢ Record the pronunciation of the word and it will be added to the dictionary.

To do additional voice recognition training

¢ On the Language toolbar, select Tools > Training.
e Follow the instructions in the Voice Training Wizard.

To add an input language

¢ On the Language toolbar, click the Options down arrow and select Settings.
o Click Add, and select the new language from the drop down list:

kv
Restore Defaulks

Using Dictation and Voice Commands
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Working with verbal punctuation

e When writing or typing text, punctuation is often used without conscious
thought.
e However, with speech recognition dictation, you must vocalize the punctuation.

To add verbal punctuation
e Say the word for the particular punctuation or special character.

Examples of verbal punctuation are as follows:

Comma r
Period . tor "dot™ if 1t is for a Web address)
Colon :
Amper =arnd &
Exclamation point |
Question mark ?
Equals= =
Left parenthe=sis {
Pight parenthesi=s }

Working with verbal Voice Commands

e Voice commands open menus, and control toolbars, fields in dialog boxes, and
task panes.

e Examples of voice commands are as follows:

New line moves to the next line

New paragraph commences a new paragraph

Enter presses the Enter key

Tab tabs once

Forcenum enters a numeral, not the spelled number (i.e. "2" rather
than "two")

Expand will expand the current menu for additional options

Using Handwriting Recognition

Using Handwriting Recognition
e By using Handwriting Recognition, you can enter text into your PowerPoint
slides without having to use the keyboard.
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e Using a tablet and pen stylus is the most comfortable and successful way to
enter text.

¢ As you handwrite the words on your tablet with the pen stylus, the handwriting
recognition engine will convert them to typed text on the screen.

¢ On the Language toolbar, the Handwriting drop-down menu options are:

Writing Pad - to write in a lined-pad environment.
Write Anywhere - to write anywhere on the screen.

(The Drawing Pad is only available in MS Word or Outlook, and the On-Screen
Keyboards are used with touch screen computers.)

To use the Writing Pad

¢ Click the Handwriting button on the Language toolbar, and select Writing Pad
from the drop-down menu

OR say "writing pad" into the microphone (make sure your microphone is "on").

e Position the cursor in the required position on the slide.
e Using your pen stylus, write the text on the tablet.

¢ The Writing Pad is a "lined" note pad, and the text will be typed along the solid
line:

| English [United States] | f Microphone @TDDIS | £ Handwriting  =]'whiting Fad " @
v =] Wirfing Pad
Wri@.ﬁ.nywhere

a’ Crawing Pad
On-Screen Standard Kevboard

L - i
ng Pad creen Symbaol Keyboard

SAI

-

e The Writing toolbar is illustrated below:

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



Page 17 - Pow erpoint 2003 - Advanced Level Manual

Drranving Pad
Text
Ik —‘ | |7 I— Cn-Sereen Kevboard
& ||
Back Pace +— Space T ——— Correction
Space SRR R e +
Enter — Tibo &F  ——— Clear
3 O | << Cursor Movements

Recognize Mow J Tah
Write Arowhere

Note: The Write Anywhere button is a toggle for switching to and from Writing
Pad.

Review Questions

How would you:

¢ Understand Speech and Handwriting Recognition?
e Install Speech Recognition?

¢ Install Handwriting Recognition?

e Use the Language toolbar?

e Dictate text using Dictation mode?

e Use Voice Commands?

e Add unrecognized words to Speech recognition/
¢ Add words to the dictionary?

o Do additional voice recognition training?

of 'Add an input language?

e Add verbal punctuation?

o Work with verbal foice Commands?

o Use Handwriting'lRecognition?

e . Use the Writing pad?

¢ Use the Writing toolbar?
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Collaborating and Consolidating

When you have completed this learning module you will have seen how to:
e Understand Shared Workspace

e How to create a document workspace

¢ How to manage workspace using the Shared Workspace task pane
e Send a Presentation for Review

e Send a Presentation for Comments

e Review a Presentation sent for Review

e InsertComments

e Edit Comments

e Delete Comments

e Scroll through Comments

e Merge Presentations

e Display or Hide Reviewer Changes

e Use the Revisions Pane

¢ Display or Hide the Revisions Pane

e Select Reviewer Changes to Display

e Apply and Unapply Changes

e ENd a Review

e Schedule an Online Meeting

e Start an Unscheduled Online Meeting

e Add or Delete Online Meeting Participants

o Allow Online Participants to Edit the Shared Document
e Use Chat

e Use the Whiteboard

e Send a File to Online Participants

¢ ENnd an Online Meeting

o4 Participate in Web Discussions

e Use Web Discussion

¢ Add,a comment to the presentation

e Subseribe to bemnotified of any change to the document
e . Stop communicating with{the discussion Server

e “Show/hidethe discussionipane

e Close the Web discussion

Sharing a Workspace
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Understanding Shared Workspace

The Shared Workspace task pane is a new addition in PowerPoint 2003.

This workspace enables co-workers to collaborate on a presentation, share
files, review and comment, and even hold discussions.

The document workspace is a MS Windows SharePoint Web site.

All collaborators working on the presentation(s) must be connected to a MS
Windows SharePoint server.

The document workspace must be created to use the Shared Workspace task
pane.

To create a document workspace

In the Document Workspace name field of the Shared Workspace task pane,
type a name for the presentation.

In the Location for new workspace field, and using the drop down menu,
choose the MS Windows SharePoint server.

Click Create.

To manage the workspace using the Shared Workspace task pane

The Shared Workspace task pane tabs are:

Status - the status of the open presentation, and if it is synchronized with other
copies.

Members - list of users collaborating on the presentation.

Tasks - lists and/or assigns the tasks to be shared by the other members.
Documents -/list.of shared documents in the presentation.

Links - link of references that could assist with the presentation

Document Information - lists the document properties:
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Shared Workspace r =

@l = A

g-goeg

Members

Document Workspace name;

|F‘resentatinn-1 |

Location Far nesw workspace:
|{Type news IRL) | v|

Create a Document YWiorkspace if wou
wank ko share a copy of this
document. A workspace also enables
wou ko invite others, assign them
kasks, and link ko additional
resources, \hen wvou dick Create,
the workspace is created For you
automatically,

i Tel me more...

Sharing a Presentation

Sending a Presentation for Review
e Sending a presentation for review is useful when you want other people to edit

: If'you don’t use Microso utlook to
you will have to manually track any changes made.

To send a presentation for review

e From the main menu, choose File > Send To > Mail Recipient (for Review).
This opens an e-mail window:
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Ly Please review 'Presentation-1' - Message - Microsoft Word =] B3

[arial Ao C] B U |EE ==
|Fina| Showing Markup v|§how - @ & @' - 7@' - @ > @ -
=lgend | (] - g, ' 1 ¥ [s)options.. ~ HTML

File  Edit Wiew Insert  Formab  Tools  Table  Window Help X

| ¥ Review |
To.. | |
Ce... | |
Subject: |P|ease review 'Presentation-1' |
Attach, . |@Presentation—1 oot (13 KB |
-

Flease review the attached document. q

Page SeC Ak Ln Col REC 4

o Enter the e-mail addresses of the presentation recipients.
e Click Send.

Sending a Presentation for Comments

e Send a presentation for comments if you only want people to view or comment
on your presentation, but not make edits.

To send a presentation for comments

e From the main menu, choose File = Send To > Mail Recipient (as
Attachment). This opens an e-mail window.

¢ Enter the e-mail addresses of the presentation recipients.

e Click Send.

Reviewing a Rresentation
e Reviewers an revisea presentation by making the actual changes in the
original presentation, or by using comments for revision by therauthor.

e Actual revisions can be viewed in the Slide Changes window of the Revisions
task pane.

¢ When a reviewer changes the presentation's content, PowerPoint will track the
following:

Presentation-level changes - slide size, content and list of named shows,
headers and footers.

Slide-level changes - color schemes, animation settings, list of shapes, Slide
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master IDs, slide master list of color schemes, slide transition, slide layout,
headers and footers.

Shape-level changes - action settings, recolor information, external objects.
Paragraph-level changes - bullets, paragraph formatting.

Text-level changes - font, languages, hyperlinks.

Reviewing a Presentation

Reviewing a Presentation sent for Review

Open the file sent to you for review.

If the Reviewing toolbar is not displayed, from the main menu, choose View >
Toolbars = Reviewing:

Reviewers... | ¥} 23 v+ 3 -] 4 2| X - | End Review... ﬁ

When you have finished reviewing the presentation, from the main menu,
choose File = Send To > Original Sender.
Click Send.

Inserting Comments

Click the Insert Comment button on the Reviewing toolbar: -

OR from the mainimenu,/choose Insert = Comment.

A'yellew note box will appear, which displaysithe date, and your name as the
reviewer.

Type«sour,comments for the slide into the note box.

Click outside the note box to insert your comment in the slide.

A small numbered Comments tag will appear in the top left corner of the slide.
If there are multiple comments, each one can be moved to a preferred position
on the slide, for example, next to the text or object relating to the comment.

Editing Comments

Select the comment you want to edit.
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¢ Click the Edit Comment button on the Reviewing toolbar: 4

OR double-click the Comments icon on the slide.

Deleting Comments
o Select the comment you want to delete.

e Click the down arrow on the Delete Comment button on the Reviewing
toolbar.

o Delete the selected comment or all markers on the slide/presentation:

X-|EH

| )( Delete Comment

Delete All Markup on the Current Slide
75  Delete All Markop in this Presentation

Scrolling through Comments
o Click the Previous Item or Next Item button on the Reviewing toolbar:

w3 #}

Managing a Reviewed Presentation

Merging, Presentations

e Wheniyou open a reviewed presentation, PowerPoint\gives you the option to
merge it with your existing presentation.
o Clickithe Yes button\to merge the/presentations‘and then review changes.

e Click the No button to see only the edited presentation.

Displaying or Hiding Reviewer Changes

e Click the Markup button on the Reviewing toolbar: s

OR from the main menu, choose View = Markup.
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Using the Revisions Pane

e The Revisions Pane is an easy way to view and manage the changes or
comments made to your presentation.

e The Gallery tab displays a thumbnail of the current slide and allows you to
apply or unapply all changes by the selected reviewer/s.

e The List tab lists all comments and changes applied to the current slide by the
selected reviewer/s.

Note: Click the Previous and Next buttons to navigate to the previous or next
slide.

Displaying or Hiding the Revisions Pane

¢ Click the Revisions Pane button on the Reviewing toolbar: e

Selecting Reviewer Changes to Display

To display reviewer changes using the Revisions Pane
e Click the down arrow next to the Reviewers drop-down menu.
e Select the reviewer/s whose changes you want to display.

To display reviewer changes using the Reviewing toolbar
¢ Click the Reviewers button on the Reviewing toolbar.

¢ Click the change you want to apply or unapply in the Slide Changes area. This
will highlight the change on the slide:

W}
tf- Inserted "OI" (Tan)

[ Deleted "ok" {Tan)

e Check the box on the slide to apply the change.
e Uncheck the box on the slide to unapply the change.
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To apply changes using the Reviewing toolbar

e Select the change you want to apply on the slide.
¢ Click the down arrow next to the Apply button on the Reviewing toolbar:

el ld~| 4 ] X ~ | EndReview... |

apply &l Changes ko the Current Slide

apply all Changes ko the Presentation

e Apply changes to the selected change, the current slide, or the entire
presentation.

To unapply changes using the Reviewing toolbar
Select the change you want to unapply on the slide.
Click the down arrow next to the Unapply button on the Reviewing toolbar:

2 -] 2 # | X - | EndReview... [

4 Unapply

Unapply &ll Changes to the Presentation

Unapply changes to the selected change, the current slide, or the entire
presentation.

his opens ialog
review.

Collaborating Online
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Using Online Meetings

e Online meetings allow you to share and edit documents with people at
different locations in real time. You can also chat, transfer files, and work
with a whiteboard:

[ Tools |
S| speling... F7
ﬂ Research, .. Ale+Click,

Thesaurus. ., Shift+F7

Language. ..
Speech
shared Workspace, .

Compare and Merge Presentations. ..

| Online Collaboration 3 | At Meet Mow

IMacro L\}S 4 web Discussions

Note: The host and all participants of an online meeting must have
NetMeeting installed on their computer.

Scheduling an Online Meeting

¢ From the main menu, choose Tools = Online Collaboration = Schedule
Meeting.

o If this is the first time you have scheduled an online meeting, the Net Meeting
dialog box opens requesting information about you and the name of the

directory server where you can be found:

HetMeeting HE

— My Information
Enter the infarmation athers can use ta find you in the

directory, or se & in a meeting Mu.

irst name:

Last name:

Enter the name of the directory others can use to find you.

Server name: I vl

] | Cancel |

e Click OK. This opens an e-mail window requesting an online meeting.
o Select the online meeting participants and meeting options.
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e Click Send.

Starting an Unscheduled Online Meeting

¢ From the main menu, choose Tools = Online Collaboration > Meet Nowv.

o If this is the first time you have requested an online meeting, the Net Meeting
dialog box opens requesting information about you and the name of the
directory server where you can be found.

e Click OK. This opens the Find Someone dialog box.

e Select an online meeting participant from the list.

e Click Call. Repeat this step for additional online meeting participants.

e Close the Find Someone dialog box. This opens the Online Meeting toolbar
that displays participants who have accepted your online meeting request:

OnlineMeeting 7]
F@b@d@@@lg\

&

Participank Lisk

Adding or Deleting Online Meeting Participants

To add a participant during an online meeting
e Click the Call Participant button on the Online Meeting toolbar:

X.
tf the list.

e Click Call. Repeat this step for additional online meeting participants.

Online Meeting

To delete a participant during an online meeting

o Select the name of the online participant you want to remove from the
Participant List drop-down menu on the Online Meeting toolbar.
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e Click the Remove Participants button on the Online Meeting toolbar:

"REL | BE2E D

Remove F‘articipantsl

Allowing Online Participants to Edit the Shared Document
e Click the Allow others to edit button on the Online Meeting toolbar:

I ERE
)

Allow akhers b edit|

o This opens the NetMeeting dialog box.
e Click Accept.

Note: Online participants who want to edit the shared document must select
Control = Request Control.

Using Chat
¢ Click the Display Chat Window button on the Online Meeting toolbar:

Online Meeting 7|
-G & BRE S

Itton.on the Online Me a

'%@d@@%g

Display Whiteboard
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Sending a File to Online Participants
e From the main menu, choose File = Send To = Online Meeting Participant.

Ending an Online Meeting
e Click the End Meeting button on the Online Meeting toolbar:

Online Meeting

*@h@d@@@l

End Meeting

Participating in Web Discussions

¢ Web Discussions allow participants to attach comments to your PowerPoint
presentation that are stored on a discussion server.

e A discussion server is a Web server installed with Office Server Extensions
software.

To use Web Discussions

¢ From the main menu, choose Tools = Online Collaboration = Web
Discussions.

e This opens the Web Discussions toolbar.

e Click the Discussions button on the Web Discussions toolbar and select Insert
about the Presentation:

PLE

Print DiscUssians. ..

Discussion Opkians. ..

e If a message dialog box is displayed, click Yes.
e If a discussion server has not been set, click Add.
e This will open the Add or Edit Discussion Servers dialog box.
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e Enter the name of the discussion server into the text box:

3 Add or Edit Discussion Servers

Choose a discussion server

Tvpe the name of the discussion server your
administrator has provided:

™ Secure connection required (S5L)

¥ou can kype any name you wank to use as a Friendly
narne For the discussion server

OF Cancel

e Click OK.

e On the Web Discussions toolbar, click the Discussions button and choose
Discussion Options.

¢ In the Discussion Options dialog box, select a discussion server.
¢ Check the required Discussion fields to display options:

3 Discussion Options

Select a discussion server:

Ackive document's server rCurrent)

Add... I Edit... I Remove I

Discussion Fields ko display:

Iv Cisplay name [ User e Iv! Subject
Iv Text Iv' Tirne

w Closed discussi

Cancel

To enter acomment about the presentation

e Click the Insert Discussion About the Presentation button on the Web
Discussion toolbar:
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Web Discussions

Ciscussions = |%| Subscribe.., | g | ] Close

Insert Discussion about the Presentation

To subscribe to be notified of any changes to the document
e Click the Subscribe button on the Web Discussions toolbar:

Web Discussions

Discussions = | [ | Subscribe.. et dase

by

Get Mokified When Changes Ococur

To stop communicating with the discussion server

e Click the Stop Communication with the Discussion Server button on the
Web Discussions toolbar:

Web Discussions

Discussions = | % | Subscribe... | g | Close
&

Stop Communication with Discussion Server

To show or hide the discussion pane

&

Weh Discussions

m‘ﬂ'

ne Web Discussio
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To close the Web discussion
e Click the Close button on the Web Discussions toolbar:

Web Discussions

Discussions = | [Fy | subscribe... | £ | 1

Clase Web Discussions

Review Questions

How would you:

e Create a document workspace?

¢ Manage workspace using the Shared Workspace task pane?
e Send a Presentation for Review and/or Comments?
e Review a Presentation sent for Review?

e Insert, Editand Delete Comments?

e Scroll through Comments?

¢ Merge Presentations?

e Display or Hide Reviewer Changes?

e Use the Revisions Pane?

e Display or Hide the Revisions Pane?

e Select Reviewer Changes to Display?

e Apply and Unapply Changes?

e End a Review?

e Schedule an Online Meeting?

e Start an Unscheduled Online Meeting?

¢ Add or Delete Online Meeting Participants?
?

e Subscribe to be notified of any change to the document?
e Stop communicating with the discussion Server?
e Show /hide the discussion pane?
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Customizing PowerPoint 2003

When you have completed this learning module you will have seen how to:
e Customize View Options

e Customize General Options

e Customize Edit Options

e Customize Print Options

e Customize Save Options

e Customize Security Options

e Customize Spelling and Style Options

e Open the AutoCorrect Options Dialog Box
e Customize AutoCorrect Options

e Customize AutoFormat Options

e Create a Custom Toolbar

e Add or Remove Commands from a Toolbar
e Reset a Toolbar

e Rename a Toolbar

e Delete a Toolbar

e Customize a Toolbar icon

e Set Up Smart Tag Options

e Activate the Smart Tags menu

e Use Smart Tags

e Use the Research pane

Configuring PowerPoint 2003 Options

Openingthe Options Dialag Box

o “ThewrowerPagint Options dialog box allows youstesmodify settings such as
screen appearance; spelling, editing, printing, and other settings.

o “The Options dialog box displays-the following tabs:
View - to show or hide task panes, status bar, vertical ruler, slide show
features.
General - user information, sound for screen elements.
Edit - for editing text and charts.
Print - for setting printing options.
Save - file saving, default file location, fonts.
Security - file encryption settings, password, file sharing, macro security.
Spelling and Style - spelling, punctuation.
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To open the PowerPoint options dialog box
e From the main menu, choose Tools > Options:

Tools .Sligle Show  Window  Help

Spelling. .. F7

Language...

Campare and Merge Presentations. ..

Online Collabaration »

Macra 3

AuboCorrect Options...

Custamize. ..

Customizing View Options
e Click the View tab in the Options dialog box:

<R A

al

To show or hide the task pane at start up
e Check or uncheck the Startup Task Pane box.

To display the slide layout pane when you insert a new slide
e Check the Slide Layout task pane when inserting new slides box.
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To show or hide the status bar
e Check or uncheck the Status bar box.

To show or hide the vertical ruler
e Check or uncheck the Vertical ruler box.

To show or hide separate buttons on the Windows taskbar for each open file in
the application

e Check or uncheck the Windows in Taskbar box.

To display the popup menu when you right-click in a slide show
e Check the Show menu on right mouse click box.

To show or hide the popup toolbar in the lower-left screen in a slide show
e Check or uncheck the Show popup toolbar box.

To end the slide show with a black screen
¢ Check the End with black slide box.

To the (
Select/a de ments usi
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Customizing General Options
e Click the General tab in the Options dialog box:

Options [ 7]
Save | Security I Spelling and Skyle
Wigw General | Edt | Print

General options

™ Provide Feedback with sound to screen elements

v Recently used file lisk: |4 3: entries
Link sounds with file size greater than |1EIEI 3: Kb

I=er infarmation

Mame: I
Initials: I
‘Web Options. . | Service Options. ..

To add sounds to PowerPoint actions or events
e Check the Provide feedback with sound to screen elements box.

To change the number of recently used files displayed in the Fle menu
e Check the Recently used file list box.
o Enter the number of recently used files you want displayed.

e Click OK.
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Customizing Edit Options
e Click the Edit tab in the Options dialog box:

< 3

r

K

To show or hide the Paste Options button (Smart Tag) when you paste content
e Check or uncheck the Show Paste Options button box.

To use smart cut and paste
e Check the Use smart cut and paste box.

To move text when you drag it with your mouse
e Check the Drag-and-drop text editing box.

To use PowerPoint fonts for inserted charts
e Check the New Charts take on PowerPoint font box.
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To change the maximum number of Undos
e Adjust the number of Undos you want using the spinner box arrows.

To disable PowerPoint 2003 animation features
¢ Check the New animation effects box.

To disable PowerPoint 2003 multiple masters
e Check the Multiple masters box.

To disable PowerPoint 2003 password protection
e Check the Password protection box.

Customizing Print Options
o Click the Print tab in the Options dialog box:

Options EHE
Save I Security I Speling and Style |
Yig I General I Edit Prink

Prinking options

v Background printing

[~ scale to fit paper
[~ Frame slides
™ Print hidden slides

To printin the background while working on the presentation
e Check the Background printing box.
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To print True Type fonts as graphics
e Check the Print TrueType fonts as graphics box.

To printinserted objects at printer resolution
e Check the Print inserted objects at printer resolution box.

To use the printer settings that you have used previously
e Check the Use the most recently used print settings box.

To modify the print settings for printing slides, handouts, or notes
e Select the Use the following print settings option button.
e Select the item to be printed from the Print what drop down menu.

e Choose color or grayscale for printing from the Color/Grayscale drop down
menu.

e For the elements to fit on the paper as sized, check the Scale to fit paper box.
e Check the Frame slides box to place a border around the slides.

e Check Print hidden slides box if there are "hidden™ slides in the presentation
that you want to include in the printing process.

SAMPLE
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Customizing Save Options
e Click the Save tab in the Options dialog box:

I

PoverPaink Presentation -
Ci\Docurments and SettingsiSandi MoDaonaldiMy Docurnents)

To speed up saves by saving only the changes to the presentation
e Check the Allow fast saves box.

To open the File Properties box when you save a file for the first time
e Check the Prompt for file properties box.

To change the default save file format
e Select a default format from the Save PowerPoint files as drop-down menu.

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



Page 41 - Pow erpoint 2003 - Advanced Level Manual

To change the default file location
e Enter the file path you want.

To embed TrueType fonts
o Check the Embed TrueType fonts box.
e Select the option you want.

Customizing Security Options
o Click the Security tab in the Options dialog box:

Wigw I General | Edit I Print I
Save Security | Spelling and Style

File encryption settings for this document

Password ko open: || Advanced... |

File sharing settings For this document

Password ko maodify: I

Digital Signatures. .. |

Privacy opkions

[ Remaove personal infarmation From file properties on save

Macro securiby

Adjust the security level Far opening Files Macro Security... |
that might contain macro viruses, and

specify the names of krusted macro

developers,

e Enter a password in the Password to modify box.

To view or add a digital signature

e Click the Digital Signature button.
o View or add digital signatures.

e Click OK.
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To remove personal hidden information

e Click the Remove personal information from file properties on save
button.

To set a Macro security level

e Click the Macro Security button.
e Set the security level you want.

e Click OK.

Customizing Spelling and Style Options
o Click the Spelling and Style tab in the Options dialog box:

Options K E3
Wien I General I Edit: | Prink |
Save | security Spelling and Style
Spelling

v Check spelling as you kype
[ Hide all speling errars

v Always suggest corrections
¥ Ignote words in UPPERCASE
¥ Ignore words with numbers

Style

[ check style

Skyle Oplions. ., |

To hide the red wavy line under spelling errors
e Check the Hide all spelling errors box.

To display suggested spellings when running a spelling check
e Check the Always suggest corrections box.
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Toignore words in uppercase during a spelling check
e Check the Ignore words in UPPERCASE box.

To ignore words containing numbers during a spelling check
e Check the Ignore words with numbers box.

To automatically check style against the style options you set
e Check the Check style box.

To set style options

e Click the Style Options button.

¢ Make the style changes you want.
e Click OK.

Configuring AutoCorrect Options

Opening the AutoCorrect Options Dialog Box

° PowerPoint AutoCorrect Options dial allows you to modi
ecting autom Ily.
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To open the AutoCorrect Options dialog box
e From the main menu, choose Tools > AutoCorrect Options:

S

|I AR

Lrelete

Customizing AutoCorrect Options
e Click the AutoCorrect tab in the AutoCorrect Options dialog box.

To show or hide the AutoCorrect button (Smart Tag) when an automatic
correction is made for you

e Check or uncheck the Show AutoCorrect Options buttons box.

e Check the Capitalize first letter of sentences box.

To automatically capitalize the word in a table cell
e Check the Capitalize first letter of table cells box.
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To automatically capitalize days of the week names
e Check the Capitalize names of days box.

To automatically correct accidental capitalization
e Check the Correct accidental use of cAPS LOCK key box.

To stop automatically correcting words as you type
¢ Uncheck the Replace text as you type box.

To add custom words to replace and correct as you type
e Type the word you want to replace in the Replace box.
e Type the replacement word in the With box.

Customizing AutoFormat Options

e Click the AutoFormat As You Type tab in the AutoCorrect Options dialog
box.

To replace text as you type

e Check the AutoFormat option you want to use in the Replace asyou type
area.

lletsan umbe li
tic 11 n u

To turn off the AutoFit button (Smart Tag) when an automatic text resize is made
for you

e Uncheck the AutoFit title text to placeholder box.
e Uncheck the AutoFit body text to placeholder box.
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To turn off the Automatic Layout button (Smart Tag) when an automatic layout
resize is made for you

¢ Uncheck the Automatic layout for inserted objects box.

Customizing Toolbars

Using Toolbars

¢ Toolbars contain buttons, drop-down menus, or a combination of both. You can
add or delete toolbar buttons to customize a toolbar to your preferences and
most commonly used tasks.

Creating a Custom Toolbar
¢ From the main menu, choose Tools = Customize

OR select View = Toolbars = Customize.

o This opens the Customize dialog box, displaying the following tabs:
Toolbars - to show or hide the toolbars available in PowerPoint.

Commands - to customize menus.
Options - to personalize menus and toolbars:

| Commands I Options I

[ Drawing Canvas

[¥ Tables and Borders LI

e Click the Toolbars tab.

e Click New. This opens the New Toolbar dialog box.
e Enter in a toolbar name.

e Click OK.
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e This inserts a "Custom" toolbar item in the Toolbar window, and displays a new
"floating™ toolbar.

¢ Click the Commands tab.
e Select a category in the Category window..
e Select a toolbar button from the Commands box.

e Drag a toolbar button out of the Commands box, into your new toolbar.
e Click Close.

SAMPLE
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End of the preview sample

‘ 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:/MWwww .cheltenhamcourseware.com

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

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME 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. OVer

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

The'mostcost effectiveicoursew aressolution foryour IT
fraining 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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