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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:

| | File E iew  Insert or Too T able Help
| Save Az %JE El IS i) <P | v Cu -
[ Page Setup... L T - S
&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

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical

screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files

e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit Miew Inhzert

Farmat

Toolz  Table

}

Hew...

Ctrl+H

Open...

Chrl+0

[}E

Cloze

|3 My Documents

He-@ @ X - ook

K E

Mame =

() Adobe

I My eBooks

._Q My Mugic

.ﬁ My Pictures

I My Received Files

<

Filie miarie: I

Files of kype: |n|| Files (*,*)

or

on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):
Type a question for help |+ g

Cloze Window

Installing the Sample Files

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

e Copy the sample files for this course to the My Documents\PowerPoint 2003
Intermediate 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.

SAMPLE
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Creating a Photo Album

Creating and Adding Content to a Photo Album

Creating a New Photo Album
e Start Microsoft PowerPoint 2003.

e From the main menu, select File = New to open the New Presentation task
pane.

e Choose Photo Album to open the Photo Album dialog box:

Mew Presentation r x
LGN A

New

_] Elank presentation
=l) From design termplate
@ From AutoContent wizard. ..

Eﬂj From existing presentation, ..

Photo alburmn. ..
Templates‘{ j

Seatch online For:

e Click Cancel to close the Photo Album dialog box:

Photo Album

&lburn Conkent

Insert picture Framm: Pictures in alburn: Preview:

Insert L

Mew Text Box

Remay

Alburn Layaout

Ficture [ayaut; IFit to slide j
Frame shapes IRectangIe j
[Diesign kemplates I Erawise. .. |

Create Cancel I}l
L
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Inserting Pictures from a File or Disk

From the main menu, select Insert > Picture = New Photo Album.
Click the File/Disk button in the Album Content area:

Photo Album

Alburn Content

Insert pickure From:

| FiefDisk... L\\\J

ScannerfiCamera. .. |

In the Insert New Pictures dialog box, locate your PowerPoint 2003
Intermediate Samples folder.

Select Trees-1.jpg.
Click Insert:

Inzert Mew Pictures E

Look in: I.,j PowerPairk 2003 Intermediate Sa...j @ -3 Q X [y i~ Toos

[

G-

My Recent
Documents

7

My Documents

&

My Camputer

Trees-3.jpg Trees-4.jpg Trees-5.jpg

!] [
. ] File name: - Insert . |+
My Metwork . I J \_‘té—l
ﬁ Files of type: !AII FickUres (*, emf* b *.jpg;* . jpeay ™ §AF ™ jpes®. pnoy = Cancal I
S A— 2

Click the FileZDisk button in the Album Content area.
Selectylrees-2.jpg.

Click Insernt.

Clickethe File/Disk button in the Album Content area.
Select Trees-3.jpg.

Click Insert.

Click the File/Disk button in the Alboum Content area.
Select Trees-4.jpg.

Click Insert.

Click the File/Disk button in the Alboum Content area.
Select Trees-5.jpg.

Click Insert.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click the File/Disk button in the Alboum Content area.
e Select Trees-6.jpg.

e Click Insert.

e Click the File/Disk button in the Alboum Content area.
e Select Trees-7.jpg.

e Click Insert.

e Click the File/Disk button in the Alboum Content area.
e Select Trees-8.jpg.

e Click Insert:

Photo Album
Alburn Content
Insert picture From: Pictures in album: Preview:
FileDisk. .. 1 Trees-1.ipg
2 Trees-2.jpg
3 Trees-3.jpq
ScannetiCamera. .. | 3 Trees-4.ipg
, 5 Trees-5.jpg
Insert kext: 6 Trees-6 .jpg
7

Mew Texk Box | Trees-?.!'EE

Picture Options:
™ | Capticns below aLL pickures
[ ALL pictures black and white

T | 1 | Remove | J£|2L| ) |(}i| -Z¢Z-T|-Z¢Z-J.|
Alburn Layaout
Picture layout: IFit to slide j
Frame shape: IRectangIe j
Desian kemplates I Erawse. .. |

Create Cancel

Inserting a Text Box

e _gSelect the Treesp-8.jpg picture.

e Click the New Text Box button in the Alboum Content area.

e 1Observe that/the text box is now listed below the Trees -8.jpg picture:

1 Trees-1.jpg
Z Trees=£.jpg
3 Trees-3.jpg
4 Trees-4.jpg
=] Trees-3.jpg
& Trees-& .jpg
7 Trees-7.jpg
g

Trees-B.iii
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¢ Click Remove to remove the text box.

Changing all Pictures to Black and White

e Check the ALL pictures black and white box in the Alboum Content area.

e Deselect the ALL pictures black and white box in the Album Content area to
revert back to colored pictures.

e Leave the presentation and the Photo Album dialog box open for the next
exercise.

Choosing an Alboum Layout

e Select 2 pictures from the Picture layout drop-down menu:

Alburn Layout

Picture lavout: Fit ko slide j
Frame shape: Fit to siide =
1 pickture
[resign b [[=1e=H
SIS 4 pickures
1 picture with kitle [
2 pictures with kitle i

e Select Beveled from the Frame shape drop-down menu:

Alburn Layouk

Picture lawaout: |2 pictures

L L]

Frame shape: Rectangle

Rectangle
Founded Rectangle

Crval
Corner \Tabs

Sguate Tabs

Design template:

o Click"the Browsesbutton next to the Design template box:

Pickure layauk; |2 pictures vI
Frame shaps:  ssmic R ~ |

Design template: I Browse. ., |

e In the Choose Design Template dialog box, double-click the Presentation
Designs folder.

e Select Maple.pot from the template list.

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

Choose Design Template
Look in: Ihﬁ Presentation Designs j @ -4 Q x 4 £~ Tools -

Marne =~ :I

@Kimono.pot

My Recert ] | ayers.pot
Dacurments D,;J Level pot

Lorem Ipsum
Eﬂj Mountain Top. pat e sit amet corse e e adipis crgT 11 56

o i

Desktop D_;J Metwork. pok
m_;J Ocean,pot w Hyzormney s i o d
+ T
2N D_;J Orbit.pat L
"‘—/ D'Q el et . ;:::::’::Ihuq:rl—[“lh-lni icabup
My Documents @Profﬂe,pot tacLren

DA Proposal.pok
@Quadrant.pot

&

- @Radial.pot
My Compuker D;J Refined.pat X
.,__; KN — :
Fle pame: - Select
Iy Mebwork _ I J
Places Files of type: |p.|| PowerPoint Files (*.ppt;* pot;* pps) [ Cence 4

¢ In the Photo Album dialog box, check the Captions below ALL pictures box:

Picture Options:
¥ Captions below ALL pickures

LL pictures black and white

e Select Trees-1.jpg in the Pictures in alboum area.
e Your Photo Album dialog box looks just like this (your Design template box
may display a different file path):

Photo Album

Album Content

Pictures in album:

Insert picture from:
File/Disk. ..

Previgw:

Trees-2.jpg
Trees-3.ipQ
Trees-4.jpg
Trees-5.jpg
Trees-6 .ipg
Trees-7.ijpg
Trees-8.ijpg

Alburm Lavout

Pickure layout: |2 pictures

Frame shape: IBeveIed

=
[~
Design template: |D:'l,TempIates'l,PresentationD Browse. .. |

Create Cancel

e Click Create.
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Select File > Save to open the Save As dialog box.

In the Save in drop down menu, locate your PowerPoint 2003 Intermediate
Samples folder.

Name your new presentation TreesPhotoAlbum.ppt.
Click Save.

Close the presentation.

Formatting the Photo Album

Adding Text and Editing Captions

From the main menu, choose File = Open, and select TreesPhotoAlbum.ppt.
from the PowerPoint 2003 Intermediate Samples folder.

With the TreesPhotoAlbum.ppt presentation open, click on slide thumbnail 1
in the Slides tab area.

If the Slides tab area is not displayed, from the main menu, select View >
Normal (Restore Panes).

Change the Photo Album title to read Photos of Trees:

Photos of Trees

Enter your name in the subtitle if it is not already there:

by Ilick Dioe

Replace the Trees-1 text with Trees in Silhouette. Select the text, and click
on the Bold button on the Formatting toolbar in order to bold the text.

Select the Trees-2 caption.
Replace the Trees-2 text with Reflections. Bold the text:

FOR USE AT THE LICENSED SITE(S) ONLY
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Reflections

e Click on slide thumbnail 3 in the Slides tab area.
e Select the Trees-3 caption.
o Replace the Trees-3 text with Red Road. Bold the text.

e Select the Trees-4 caption.
¢ Replace the Trees-4 text with Reflective Pond. Bold the text.

e Click on slide thumbnail 4 in the Slides tab area.
e Select the Trees-5 caption.
¢ Replace the Trees-5 text with Trees at Sunset. Bold the text.

e Select the Trees-6 caption.
o Replace the Trees-6 text with Avenue of Oaks. Bold the text.

e Click on slide thumbnail 5 in the Slides tab area.
e Select the Trees-7 caption.
e Replace the Trees-7 text with Summer Shade. Bold the text.

e Select the Trees-8 caption.
e Replace the Trees-8 text with Winter Wonderland. Bold the text.

Makimmga€hanges with the Format Photo AlbumgRialog Box
e From the main 'menu, select Format = Photo Album.

e ln the Format Photo Album dialog box, change the frame shape,to Rounded
Rectangle:

FOR USE AT THE LICENSED SITE(S) ONLY
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Album Layout
Picture layouk:

Frame shape:

Design kemplate; |

|2 pictures j

IRDunded Reckangle j

Beveled
Crveal

Zhanges wou have
slide background a
clicking Undo on th

Click on Tree

Corner Tabs
Square Tabs
Plaque Tabs

s-3 in the Pictures in album box.

Click on the Down Arrow button to re-arrange the order of the pictures in the

photo album:
EAEN

Click on Tree

s-3 in the Pictures in album box.

Click the Rotate Right button:

Click on Tree

Jaajmm

s-3 in the Pictures in album box.

Increase the contrast by clicking twice on the Increase Contrast button:

J;:E,L gt|m|

Click on Tree

s-3 in the Pictures in album box.

Increase the brightness of the picture by clicking twice on the Increase

Brightness butten:
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Format Photo Album
albun Content
Insert picture From: Pickures in album: Presiew:
File/Disk. .. | 1 Trees-1
Trees-2
ScannerCamera, ., | %
Insert text: 3 R::::g
Mew Text Box | 4 Trees-7
Trees-5
Picture Cptions:
v Captions belove ALL pickures
[ ALL pictures black and white :
Il 1| Remove | le:,Ll (]Tl(]ll

Album Layout

Picture layout: |2 pictures j
Frame shape! IRDunded Rectangle j [] D
Browse. .. |

Design template: IMaple

Changes vou have made to photo album slides outside of the Format Photo Album dialog box, such as
slide background and animations, may be last when you click Update, ¥ou can recover those changes by

clicking Undo on the Edit menu.
Update !i Cancel |

Browse through the slides in your Photo Album in order to observe the changes
you have just made:

S R

o z
- -y 2 i
ﬁ: P o Loy ! Lo
- = 9
Trees at Slms-& Averne of Dals

Click the Save button on the Standard toolbar.

From‘the main menu, select File > Close.

Open TreesPhotoAlbumExample.ppt from the PowerPoint 2003
Intermediate Samples folder to see what your Photo Album should look like.
Exit PowerPoint.
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Using Diagrams and Organization Charts

Adding Organization Charts and Diagrams

Inserting an Organization Chart

Start PowerPoint 2003.

Delete the Title and Text placeholders from the slide. You should now have a
completely blank slide.

From the main menu, select Insert > Diagram

OR click the Insert Diagram or Organization Chart button on the Drawing
toolbar or on the slide Content placeholder:

This opens the Diagram Gallery dialog box:

1
Diagram Gallery H
Select a diagram type:

) 0.2
g © 2
E&n A | | T
g

A 5O

Organization Chart
Used to show hierarchical relationships

. =

Select the Organization Chart in the Select a diagram type box.
Click OK:

Nk boadd kxl

I 1
-
[Clldc L=F-. L] hxl] {Glldc bo add kx) {Clldc L=E- L] Iexl]
A

Click the Undo button on the Standard toolbar.
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Inserting a Cycle Diagram

o If the Drawing toolbar is not already displayed, from the main menu, select
View = Toolbars > Drawing.

Click the Insert Diagram or Organization Chart button on the Drawing
toolbar:

ﬂ@@l&vﬁvévf

Insert Diagram or Organization Chart|

This opens the Diagram Gallery dialog box.
Select the Cycle Diagram in the Select a diagram type box:

°

o
=
=]
o
2

e Click the Undo button on the Standard toolbar.

log box.
iagram typ

e Click OK:
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e Click the Undo button on the Standard toolbar.

Inserting a Pyramid Diagram

o Click the Insert Diagram or Organization Chart button on the Drawing
toolbar. This opens the Diagram Gallery dialog box.
e Select the Pyramid Diagram in the Select a diagram type box:

A

¢ Click OK:

Ok b sl Lo

Inserting a Venn Diagram

¢ Click the Insert Diagram or Organization Chart button on the Drawing
toolbar. This opens the Diagram Gallery dialog box.

e Select the Venn Diagram in the Select a diagram type box:

&
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¢ Click OK:

e Click the Undo button on the Standard toolbar.

Inserting a Target Diagram

Click the Insert Diagram or Organization Chart button. This opens the
Diagram Gallery dialog box.
Select the Target Diagram in the Select a diagram type box:

©

Click OK:

Chekto dd tast

Ciocto add test

Chekto dd test

nM tolar
ithout ing the changes.

Working with Organization Charts

Exit PowerPoint 2003.

e Start Microsoft PowerPoint 2003.
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e Click the Slide Design button on the Formatting toolbar to open the Slide
Design task pane.

e Scroll down the Apply a design template list, and select the Edge.pot
template:

X
Edaoe.pot |

o Click in the title placeholder of the current slide and type PowerPoint 2003.

e Click in the sub-title placeholder of the current slide and type Intermediate
Exercises:

PowerPownt 2003

Intermediate Exercises

e Click the New Slide icon on the Formatting toolbar.
o Apply the Title, Text, and Content layout located in the Slide Layout task
pane under the Text and Content Layouts section:

ar
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Shdes | X

1

Fowcmar M

e Click on slide thumbnail 2.

In the title placeholder, type Organization Chart.

In the text placeholder, type Inserting and modifying an organization
chart:

Orgamzation Chart

w Inserting and modifying
an organization chart.

3 (i 8l
R

Click icon to add content

io 0] the Content

Cliclk icon tCInsert Diagram or Organization Chark

e Select the Organization Chart from the Diagram Gallery dialog box.

¢ Click OK:
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Diagram Gallery E3 |

Select a diagram type:

HO o < o
Qo =
J i
Q

70

2

T
A& O

Crganization Chart
Jsed to show hierarchical relationships

(04 & I Cancel |

Select the most superior shape in the organization chart:

Click the down arrow on the Insert Shape button on the Organization Chart
toolbar.

Select Assistant:

|Oraanization Chart

Select the most superior shape in the organization chart again.
Type Superior.

Select the Assistant shape.

Type Assistant.

In each of the remaining three (co-worker) shapes, type Manager:
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e Select the Manager on the left side of the chart.

¢ Click the down arrow on the Insert Shape button on the Organization Chart
toolbar, and select Subordinate.

¢ Inserta Subordinate shape for each of the other two Managers.

e Select each Subordinate and type Direct Report:

i ation Charlolbar I
wi yuiizakion wnart A |

fjﬁ Insett shape - | Layout = | Select = | Fit Text % GG
Autoformat

e Select Beveled from the diagram type box.
e Click OK:
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Organization Chart Style Gallery

Double Cutline
Thick Outline
Primary Colors
Shaded

Fire

3-0 Color
Gradient
Brackets
Braces
Biookend Fills
5

Beveled

Beveled Gradient
Sguare Shadows
‘Wire Frame

e Your Organization Chart should look like this:

too
yo

nt 03 Intermediate

ercises.ppt

n Stand
u, lo
ation P
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Savemn: |33 PowerPoint 2003 Intermediate 5a... ¥ | (@ = (3 &) X [y i - Toos~

| Samples
] PowerPointExercisesExample. ppt
2

My Recent £ Trees Photo Album Example.ppk
BN TreesPhotoalbum, ppt
Desktop

My Computer
g File: ame: et PontExercises) ppt -
My Metwark P =l ol
Places Save &s bypel [presentation (*.ppt) | Cancel _II‘

e Close the presentation.

Working with Diagrams

From the main menu, select File > Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Click on slide thumbnail 3 in the Slides tab area.
In the title placeholder, type Radial Diagram.
In the text placeholder, type Inserting and modifying a diagram:

Radial Diagram

- Inserting and modiying
adiagram i

e Click the Insert Diagram or Organization Chart button.
¢ Select the Cycle Diagram from the Diagram Gallery dialog box:
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Diagram Gallery E3 |

Select a diagram type:

T
A& O

Cyile Diagram
IJsed to show a process with a continuous

cyile
(04 I Cancel

e Click OK.
e Click the Change to button on the Diagram toolbar.

¢ Select the Radial diagram:

Chan

"8
al

ge ko~

?.d Insert Shape | @ ‘o %5 | Lavout~ | 2% |

= Pyramid
@ Venn
@ Target

e If PowerPoint asks you to turn AutoFormat on, click Yes:

Diagram

1 X ) In otder ko change diagram bypes, AutoFormat needs to be turned on, Would vou like to burn AutoFarmat on and
conkinue?

X
Insert Shape

¢ You should have four circles that comprise your Radial diagram:
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¢ Click the Autoformat button on the Diagram toolbar.
e Select Default:

Diagram Style Gallery

Cutline

Double Outline
Thick Outline
Primary Colars
Shaded

Fire

3-0 Color
Gradient

Square Shadows

e Click OK.
click on nd sele
In the Forma ialog
ange the

Lines ta
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Fill

Transparency: Mo Fill

Lme ———— [ Aukarnatic
Color: Iil:‘.......
Dashed: |:II.II.II

EEEEEEER

Connectar: I %......
1N NEE
Arrows—ERedDDDDDD

Biegin style: I
More Caolars..,
Biegin size: I Fill Effects. ..

[~ Default For new o Background

Click OK.

Double-lick the centre circle.

In the Format AutoShape dialog box (Colors and Lines tab), change the color
to Green.

Click OK.

Double-click the lower-left circle.

In the Format AutoShape dialog box (Colors and Lines tab), change the color
to Light-blue.

Click OK.

Double—lick the lower-right circle.
In the Format AutoShape dialog box (Colors and Lines tab), change the color
to Yellow.

Click OK.
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e Select the red circle.

e Click the Move Shape Forward button until the blue circle is at the top of the
Diagram and the red circle is at the lower left:

43 Insert Shape | a2 ﬁ =: | Layout ~ | ,—(‘:: | change ta v

.Mwe Shape Forward|

e Click on the Reverse Diagram button on the Diagram toolbar:
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e Click the Layout button on the Diagram toolbar and select Resize Diagram:

9% Insert Shape | o "o =5 [|Layout v :{:3 | Change ta +

I:E] Fit Diagram ba Contents

3;:3 Expand Diagram

e Click and drag a corner resizing handle to decrease the size of the diagram:

| o _l_l
| |
L — -

e Click the Save button on the Standard toolbar.
e Close the presentation.

Formatting Organization Charts and Diagrams

e border. This open the Format
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Format Diagram

R
9 P =

o

e Select the Colors and Lines tab.
e Change the Fill Color to Gray 25%b:

Mo Fill
] Autkarnatic
[(INEEEENEN

More Colors, ..
Fill Effects...
Background

e
S OEEEND
rd O DOo@m O

e Click OK.
e Observe the formatting changes you made:
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o Click the border of the diagram.

e Press the Delete key on your keyboard.

e Click the Undo button on the Standard toolbar to reverse the deletion.
¢ Close the presentation without saving the changes.

SAMPLE
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Using Tables and Charts

Adding Tables

Inserting a Table

From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Click on slide thumbnail 3 in the Slides tab area.

Press the Enter key on your keyboard.

Apply the Title, Content, and Text layout located in the Slide Layout Pane
under the Text and Content Layouts section (the text and content
placeholders are reversed compared to the previous slide):

Bl
|z e -
Dqﬂ

]| R [%

From the main menu, select Insert > Duplicate Slide.

You should now have 5 slide thumbnails in total in the Slides tab area.
Click on slide thumbnail 4 in the Slides tab area.

In the title placeholder, type Table.

In the text placeholder, type Drawing and modifying a table.

Select the content placeholder border.

Press the Delete key on your keyboard. This will delete the content
placeholder:

Table

Draii@and modifing
a tables

From the main menu, select Insert > Table. This opens the Insert Table
dialog box:
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Inzert Table E3
Murnber of calumns:

3 -

Murnber af rows: Cancel |

e Select 3 columns and 5 rows by clicking on the up or down arrows.
e Click OK.
o Click the Undo button on the Standard toolbar twice to reverse the changes.

Drawing a Table
e Click the Tables and Borders button on the Standard toolbar.

e Dragyour mouse diagonally over the area where the content placeholder was
to set the table border size:

Table

Drawing and modifying
atable

e Drag your mouse vertically and horizontally within the table border to “draw”
five rows and three columns.

e Click the Draw Table button on the Tables and Borders toolbar to stop
drawing.

e Click the Save button onthe Standard toolbar.

s keave the PowerPointExercises.ppt presentation gpen for the next exercise.

WotKing With Columns and RoWws ™ I S

o With the PowerPointExercises.ppt presentation open, click in the bottom row
of the table.

o If the Tables and Borders toolbar is not displayed, from the main menu, select
View > Toolbars > Tables and Borders.

e Click the down arrow on the Table button on the Tables and Borders toolbar.
e Select Insert Rows Above:
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Tables and Borders
A ——— =[te -2 @~ -
Table - | 10 6 [ S]] < 6

[ Insert Table...

nliln Insert Colurmns ko the Left

Eli'n Insert Columns to the Right

S,

= Insert Rows Below

Barders and Fill...

Select Table

]

o Click in the row you just created.

e Click the down arrow on the Table button on the Tables and Borders toolbar.
e Select Delete Rows:

BT — R | o e
Table - || B8 6 |55 = | 5

] Insett Tabls...

nlfn Insert Columns to the Left

nll'n Insert Columns to the Right

= Insert Rows Above

== Insert Rows Below

G Delete Columns

Merge Cells

i3]
e split cel

o Click in the bottom left cell.
o Click the Split Cell button on the Tables and Borders toolbar:

le nd Border

e Click somewhere inside the table.
¢ Click the Distribute Rows Evenly button on the Tables and Borders toolbar:
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Tables and Borders
R — R A 2]
Tobie - | [ 0 |[ S]] = 15‘1@55'

Distribute Rows Evenly

e Click the Distribute Columns Evenly button on the Tables and Borders
toolbar:

A ——— -[1» - 2B} &~
Tgble*lﬁnﬂllﬂjzlldfa

Distribute Columns Even|y|

e Click the Eraser button on the Tables and Borders toolbar:

Al —— - e -2 /@ -

TQ,E\L | = S

Eraser

e Click the first column line in the first row to erase the line:

7

olbar again to p

orders

the Tables d Borde oolbar.

e Select the bottom two rows.

e Click the Merge Cells button on the Tables and Borders toolbar.

e Click the Save button on the Standard toolbar.

e Leave the PowerPointExercises.ppt presentation open for the next exercise.

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



PAGE 40 - POWERPOINT 2003 - INTERMEDIATE LEV EL WORKBOOK

Formatting Tables

With the PowerPointExercises.ppt presentation open, click the down arrow on
the Border Width button on the Tables and Borders toolbar.

Select 6pt:

Tables and Borders
[zt | —— [« B2 [@] &~
Table - | 18 @ [S] = | we

Click on all border lines until the entire table is formatted.
Select the Borders Color button on the Tables and Borders toolbar.
Select dark green:

Tables and Borders

| —— e -[Z

'ﬁ'l-@t‘le'lﬁﬂ|l |. Automatic |
OmE e
Mare Burder?ulors...

Click on all border lines until the entire table is formatted.
Click the Draw Table button on the Tables and Borders toolbar again to stop

VIPLE

Close the Tables and Borders toolbar.
Click the Save button on the Standard toolbar.
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e Close the presentation.

Adding Charts

Inserting a Chart

e From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Click on slide thumbnail 5 in the Slides tab area.

In the title placeholder, type Chart.

In the text placeholder, type Inserting and modifying a chart.

Click the Insert Chart button in the Content placeholder:

Chart
[ A A

i G@ el e o oyl
=rsE s
= o Insert Chart
"""""""" R e

e This opens the Microsoft Graph chart and datasheet:

| Zhart
- g = Insering and madifying
- % achart
. 7
a
Z
l: B | 5
[ i mwe
I: "t
I
ST ST | i
(FIEREHIE 't
o
0 pp =
A E =
1st Otr 3rd 4t T
1 _af|East 204 274 90 204
2 @l West 30.6 8.6 346 316
3 afl|North 45.9 46.9 45 439
4 -
< | AW

e Click the Undo button on the Standard toolbar.
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Embedding and Linking an Excel Chart

e From the main menu, select Insert > Object. This opens the Insert Object
dialog box.

e Check the Create new box.

e Select Microsoft Excel Chart.

e Click OK:

Insert Object

Cibject bype:
% Create new MetastreamCtl Class ]

[ x|
™ Create from fle  |Micresoft Drawing 1.01 Cancel k |
PESEE M S i osoft Equation 3.0

Microsoft Excel Chart
Microsoft Excel Worksheet : :
Microsoft Graph Chart I™ Display asicon
Microsoft Note-It
Microsoft PowerPaoink Presentation LI

Resulk

_ . Inserts a new Microsoft Excel Chart object into wour
Em presentation,

e Click the Undo button on the Standard toolbar to delete the chart..

¢ From the main menu, select Insert > Object. This opens the Insert Object
dialog box.

e Check the Create from file box.

e Click the Browse button and locate the Formulas.xlIs file from the
PowerPoint 2003 Intermediate Samples folder. Click OK.

¢ Check the Link box:

Inzert Object

' Create new File::

(s ireate from file IC:'l,Documents and Settingsiiy Documentsisales. «ls

o Click OK.
e Click the Undo button on the Standard toolbar to reverse the changes you just
made.

¢ Click the Save button on the Standard toolbar.
o Close the presentation.

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



PAGE 43 - POWERPOINT 2003 - INTERMEDIATE LEV EL WORKBOOK

Entering Data

From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Click on slide thumbnail 5 in the Slides tab area.

Click the Insert Chart button in the Content placeholder.

Change the East, West, and North labels in the Datasheet to read United
States, Europe, and Australia.

Change the 1st Qtr, 2nd Qtr, 3rd Qtr, and 4th Qtr labels to read 1st, 2nd,
3rd, and 4th:

1st Znd 3rd th
1_af|United States 204 274 90 20.4
2 afl|Furope 30.6 38.6 34.6 31.6
3 aflfAustralia 45.9 46.9 45 43.9
4 -

From the main menu, select View = Datasheet to close the datasheet.
Click the Save button on the Standard toolbar.
Close the presentation.

Changing the Chart Type

Applyingia New/Chart Type

From the main menu, select'File =/Open and select/PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Select/slide 5.
Pouble-click on the chart.
Click the down arrow on the Chart type button on the Standard toolbar:
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= - HLLUEI.

M 3-0 Area Chart

Iﬁﬂlﬂ
@490

e Select the 3-D Area Chart type.

¢ Click the Undo button on the Standard toolbar to reverse then changes you
just made.

Changing the Default Chart Type

From the main menu, select Chart = Chart Type.
Click the Custom Types tab.

Select the chart type you want.

Click the Set as default chart button. This opens the Microsoft Graph Office
Assistant dialog box:

r -
\!(J Microsoft Graph

Are you sure that you want fo use a Column chart type as
the default for creating new charts?

+ To use this chart type as the default for all fubre charts,
click Yes, The program will automatically use this chart type
when creating a chart, but you can change the chart type
after it's created.

+ To cancel changing the default chart type, click No.

e default c

Note: If you have switched off the Office Assistant feature, you may see a
warning dialog box. Click No to cancel your change to the default chart type:
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Microsoft Graph E3
Are wou sure that vou want bo use a Column chart bype as the defaulk for creating new charts?

-
\lj) » To use this chart bype as the default Far all Future charts, dick Yes. The pragram will automatically use this chart
type when creating a chart, but vou can change the chart bvpe after it's created.

+ To cancel changing the default chart bype, dlick Mo,

Yes

w 1

Click Cancel to close the Chart Type dialog box without keeping the changes

you made.

Creating your own Chart Type

From the main menu, select Chart = Chart Type.

Click the Custom Types tab.
Select the Column - Area chart type:

Chart Type [ x|

Standard Types  Custom Tvpes |

Chart bype:

Sample:

h Area Blocks -
h B Area

M By’ Colurnn

gy BB Line - Timescale

160

140

120

100

Ead Pie B Australia
0 X &0 | United Staee
2 Blue Pie " o Europe
|ﬁ Colored Lines "
mﬂm 2
M Colurnns with Depth o
‘ Cones LI

Select F
;EEI ro;n fined Zlassic combination chart, Columin series

(I =E IS and Area series plotked on the same axis,
£+ Builk-in

Click OK.

Now'you will make changes to the design of‘the chart. Double“click on“the
Area to open the Format Plot Area dialog box:

Plot
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Bl /

¢ Change the Border Color to Brown:

Format Plot Area

Autarmatic

| W Eeon)l W N N[E

EOoooBEmO
ONEEEENC

e Click OK. Observe that the border of the plot area is now colored brown.

¢ From the main menu, select Chart > Chart Tffe.

e
Ched
° dd:
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Chart Type

@ Auztralia
@ Unitzd State:

O Eurcpe

1t 2nd  3rd  4th

e This opens the Add Custom Chart Type dialog box:

Add Custom Chart Type

you just created:

o Click OK to accept the deletion.
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e Click Cancel to close the Chart Type dialog box.
¢ Save the changes, and close the presentation.

Customizing Charts

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

e Select slide 5.

e Double-click on the chart.

e From the main menu, select Chart > Chart Options.
e Click the Titles tab.

o Enter Sales for the Chart title, Quarter for the Category (X) axis, and Value
for the Value (Y) axis:

Chart Options

Titles | Axes I Gridiines I Legend I Data Labels I Data Tablel
Chart itle:

ISaIes

Sales

Category () axis; 160
140

IQuarter 0
100
B0
80
Second category () axis: 40
I 20

alue () axis:
I\-'alue|

B Australia
B Unitzd State,

Yalue

O Eurcpe

Second wvalue (¥ axis:
I Bwarter

oK &! Cancel

e Click the Gridlines tab.
e Check the Major gridlines box in the Category (X) axis area:
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Chart Options E3

Titles I Axes Gridlines |Legend I Data Labels I Data Tablel

Category () axis

Ivim
I_Ealnor gridlines 160

Value (Y)awis ————————— 120
[ Maior gridines
[ Minor gridines

Sales

@ Auztralia
B United Fate;
@ Europe:

Yalue
o
=

oK I Zancel

Click the Legend tab.

Check the Show legend box if it is not already checked.
Select Bottom placement.

Click OK:

Chart Options

Titles I Axes I Gridines  Legend |Data Labels I Data Tablel

v show legend
Placennent

Sales

. Carner
" Top
" Right:
" Left

N
-—

Clickoutside of the chart area to/return to the slide.
Click the Save button on the Standard toolbar.
Double-click the Chart Title.

This will open the Format Chart Title dialog box:

Yalue

1zt 2nd 3rd dth

|l United States B Australia@ Europq
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Format Chart Title

[usomane o

e Click on the Font tab.
¢ Select the Arial Black font type:

T Agency FE -
T Algerian —
T Arial

e Click OK.
¢ Save the changes, and close the presentation.

SAMPLE
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Embedding and Linking Objects

Working with Linked Objects

Linking Objects from Part of a File

From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Select slide 5.

Click the New Slide button on the Formatting toolbar.

Apply the Title Only layout located in the Slide Layout pane under the Text
Layouts section:

Apply slide layout:

Text Layouts =

I
L] -
- N
L] _I
S v e ||| TiElE Onl';.-'|

In the title placeholder, type Linked and Embedded Objects.
Open Microsoft Excel.
Click the Open button on the Standard toolbar.

lngthe Look in drop downgmenu, locate, your,PowerPoint,2003 Intermediate
Samples folder.

Select Formulasixls:
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Open HE
Loskin: [ (=) PowerPoint 2003 Intermediate Sa... x| (@ = (3 &) X y ]~ Tools~

) Samples
x) m

Py Recent
Documents

r

-

Deskiop

My Documenks

My Computer

-

J Filer riame: - -
Iy Mebwork. I = Dpen

Places File:s of type: I.ﬂll Microsaft Office Excel Files (*.«*; % .uds; * xlt; * kem; * = Cance|

e Click Open.

e Select the chart (click in the white area of the chart).
e Click the Copy button on the Standard toolbar.

e Return to the PowerPoint slide.

e From the main menu, select Edit > Paste Special.
e Check the Paste link box:

Paste Special EHE

Source:  Microsoft Office Excel Chart
Tt AFormulas, xls! Quarter 1I[Formulas. xlsJouarter 1 Chart 1

As: Cancel |

" Paste Microsoft Office Excel Chart Object
%" paste link

[ Display as icon

Inserts a pickure of the clipboard contents into vour
presentation. Paste Link creates a sharkcut to the

at changes b ource File will
presentati

e Click OK.

Linking Objects from an Entire File

e From the main menu, select Insert > Object. This opens the Insert Object
dialog box.

¢ Check the Create from file box.

¢ Click the Browse button and locate your PowerPoint 2003 Intermediate
Samples folder.

e Select Formulas.xls, and click OK.
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e Check the Link box.

¢ Click OK:
Insert Object E3
" Create new File: k
& Create from file IC:'I.DDcuments and Settings\MelissalDeskiophPowerPoin Cancel |
Browse. .. v Link

[ Display as icon

Resulk

b Inserts a pickure of the file contents into wour presentation,
—'@ The picture will be a shartcut ko the file so that changes ko
the File will be reflected in wour presentation.

Updating Links Automatically or Manually

¢ From the main menu, select Edit = Links. This opens the Links dialog box.
¢ Click the link you want to update.

¢ Check the Manual option button.

e Click the Update Now button.

e Click the Close button.

Opening the Source File

e In PowerPoint 2003, double-click on the linked Excel chart.

e Note that the linked worksheet file has been opened in Excel 2003.
e Close the worksheet without saving the changes.

Edittng the Squrce File

e In PowerPaint 2003, select the linked chart.

o_Frem the main menu, select Edit = Linked Worksheet Object=EditanThis
opens the source file in its source program.

e From the main menu, select File = Exit to close Microsoft Excel 2003 without
saving the changes.

Breakinga Link
e Select the linked worksheet object.
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e From the main menu, select Edit > Links. This opens the Links dialog box.
o Select each of the links and click the Break Link button:

Links E

Links: Type Update Clase |

. Waorkshest Aukornatic

Automatic Update Mow |
Open Source |
Change Source... |

Break: Link |

Source:  Ci...\Melissa)Deskbop|PowerPoint 2003 Intermediate SamplesiFormulas, xls
Type:  Microsaft Office Excel Warksheet
Update: ' Automatic " Manual

Click Close.

Select the worksheet object on the slide, and press the Delete key on your
keyboard.

Press Delete again to delete the placeholder.

Position the linked Excel chart so that is centered below the Title on the slide:

Linked and Embedded Objects

e Click the Save button.
¢ Close, the presentation.

Working with Embedded Objects

Creating a New Embedded Object

e From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

e Select slide 6.
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e From the main menu, select Insert > Object. This opens the Insert Object
dialog box.

¢ Check the Create new box:

Insert Object
& Create new I'winAmpactivey Class :l
¢ Craate from Fle  |MetaStreamct Class Cancel |
Microsoft Drawing 1.01
Microsoft Equation 3.0 _I
Microsoft Excel Chart

iMicrosoft Excel Worksheet : I Display as icon
Microsoft Graph Chart
Micrasoft Foke-Tt x|

Result

_ L, Inserts a new Microsoft Excel Warksheet object inka your
Em presentation,

e Select Microsoft Excel Worksheet.
e Click OK.

e Click twice on the Undo button on the Standard toolbar to reverse the
changes you made.

Embedding an Object from Part of a File

e From the main menu, select Insert > Object.

e Check the Create from file box.

e Click the Browse button.

¢ Locate your PowerPoint 2003 Intermediate Samples folder.

e Select Formulas .xls.

e Click OK.

o ClickhOK againt

e Movethe embedded worksheet to fit nicely lunder the linked file.

o Double-click the embedded Excel worksheet.

¢ Scrolldown/thesworksheet and resize the window until just the chart isin view:

b | SOV C AWD | E | WEA[ | IF

O Een
B Frank
O Mary
a0 . [ O Mancy
B Tom
3 wWendy

H
:
1
:
3
H

=
=

1

|a|:4|a|a|

=

@

=
=

[
=

L) A v » L
o F e L
LS RS- Y A5 4
A, Y- N A
o ‘;.@ @‘F 2 :

d 'E
4 4 » b]\Quarter1 {Sample /|4 | >|J_|

P mafra | ra o |
o= | | =
=

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



PAGE 56 - POWERPOINT 2003 - INTERMEDIATE LEV EL WORKBOOK

Click outside of the chart area to return to the slide.
Adjust the sizing of the linked and embedded charts so they fit nicely under each
other:

Linked and Embedded Objects

I

Tl

Click the Save button on the Standard toolbar.
Close the presentation.

Working with Hyperlinks

Linking to another Slide or Custom Presentation

From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

Select slide 2.

Select the Superior shape in the organization chart:

7 A

Click the Insert Hyperlink button onfthe Standard toolbar: ﬁ

OR from the main menu, select Insert > Hyperlink.

This opens the Insert Hyperlink dialog box.

Select Place in This Document in the Link to area.

Select the Table slide from the Select a place in this document list.
Click OK:
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Insert Hyperlink
Link to: Text to display: |<{Selecti0n in Document == ScreenTig... |
ﬁ Select a place in this docurment: Slide preview:
Existing File or - First Slide -
‘Web Page ; i
E - Last Slide Tible
- Mext Slide
‘;'_.1 - Previous Slide Lrwraadmadtin
Flace in This = SI_ide Titles
Dacument 1. PowerPoink 2003
i 2, Organization Chart

3. Radial Diagram

Create New 4, Table
Diocument ‘B, Chatt —
6. Linked and Embedded OF »
5 4] | 4 [~ Show and return
E-mail Address
[a]4 % I Cancel |

Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link:

EE

In Slide Show view, click the Superior shape to test the hyperlink.
Press the Esc key to exit the slide show.
Click Save.

Linking to an Existing File or Web Page

Select slide 6.

Click on the embedded chart at the bottom of the slide.

Click the Insert Hyperlink button on the Standard toolbar.
Select Existing File or Web Page in_the Link to area.

Locate your PowerPoint 2003 Intermediate Samples folder.
Select Formulas Xls.

Clickh©K.

Click the Slide 'Show (from current slide)) button at the bottom-left of the
screen to preview and test your link:

55

In Slide Show view, click the embedded chart.
Close the Excel file.

Click through to the end of the slide show.

Click the Save button on the Standard toolbar.
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Linking to a New File

e Select slide 4.

e Highlight the table object..

e Click the Insert Hyperlink button on the Standard toolbar

OR from the main menu, select Insert > Hyperlink.

e This opens the Insert Hyperlink dialog box.
e Select Create New Document in the Link to area.
e Enter Link.doc as a name for your new document.

e Choose the PowerPoint 2003 Foundation Samples folder by clicking on the
Change button.

e Select Edit the new document now.

e Click OK:
Insert Hyperlink HE
Link, bo: Text to display: ILink.doc ScreenTip... |
ﬁ Mame of new document:
Existing Fil= o ILink.doc|
Web Page
Full path:
j Ci\Documents and SettingsiMelissalDeskiop!PowerPoint 2003 Change... |
E’_' 5 Intermediate Samplas),
Place in This
Document
] when to edit:
Create Mew :
Document " Edit the new documert |ater
% Edit the new document now.
E-mail Address
cnce_|
N A Y |

e . From the main menu, select File =>/Close to close the hew Word 2003
document. This willreturn you to your original;presentation.

Linking to an E-mail Address
e Select slide 3.
e Select the red circle:

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



PAGE 59 - POWERPOINT 2003 - INTERMEDIATE LEV EL WORKBOOK

¢ Click the Insert Hyperlink button on the Standard toolbar

OR from the main menu, select Insert > Hyperlink.

e This opens the Insert Hyperlink dialog box.
e Select E-mail Address in the Link to area:

Inzert Hyperlink

Link ko Text to display: IText ScreenTip. .. |

e E-rnail address:

Existing File or Imailto:test@email.com
Web Page

Subject:

= Test Courseware e-mail
o _
Flace in This  Pecently used e-mail addresses:
Diocurnent =]

Creake MNew
Dacument

E-mail Address
0K I Cancel

e Enter an E-mail address.
o Enter a Subject.

e Click OK.

e Click Save.

Cyaking. from an Action Button

e Selectslide 6t

¢ \ Click the down arrow on the AutoShape button on the Drawing toolbar.

¢ Select Action Buttons‘from the"AutoShape 'menu.

e Draw Action Button: Back or Previous on the bottom left corner of your slide:
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é\’," Lines 3 %J
:‘iT Connectors 3
@ Basic Shapes »
% Black Arrows »
Zn  Flowchart »
%; Stars and Banners 3
%ﬁ Callouts 3
:’H Action Buttons M|
|@ Mare AutoShapes... | D
(] —
w%ﬁ = = v = =
of & Edge  wm ~iction Bubbon: Back. ar Previous|

o This opens the Action Settings dialog box.

e Click the Mouse Click tab.

¢ Select the Hyperlink to radio button.

e Click the down arrow on the Hyperlink to drop-down menu.
e Select Previous Slide.

e Click OK:

Action Settings

Mouse Click, | Miouse Over I

Action on click
 Mone
& Hypetlink to:

IPrevious Slide
" Run progran:

[
I Brawse, .. |

€ Rum macra;

| ]

. Ohjeck ackion;

utton at th ef

screen to preview and test your link:

EE%

e Click through to the end of the slide show.
e Click the Save button on the Standard toolbar.
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Changing a Hyperlink

Select the action button hyperlink you just created.

Right click on the button, and select Edit Hy perlink.

This opens the Action Settings dialog box. Click the down arrow on the
Hyperlink to drop-down menu.

Select End Show. Click OK.

Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link.

Click the Save button on the Standard toolbar.

Close the presentation.

SAMPLE
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Applying Custom Animation

Adding Animation Effects

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

e From the main menu, select Slide Show > Custom Animation.

¢ From the main menu, select View > Master > Slide Master (you should be
looking at the Title Master).

o Select the text in the title placeholder.

¢ Click the Add Effect button on the Custom Animation pane:

Custom Animation X

@ [ [

|:ﬂg add Effey ‘-K Remove |
k

Modify effec

e From the drop-down menu, select Entrance > More Effects.
e Click the Curve Up effect in the Exciting category:

W Colar Typewriter ﬁ Compress ﬂ
#* Descend P EaseIn
A Grow B Turn # Rise Up
e Spirner * Strebch
i Unfold # Zoom
Exciting
f Boomerang ’Bourﬂ:e
o o
# Fip 7 Flast
I F Fold M 6lide
¥ Light Speed F Magnify
A Pl #’ Sling
# spiraldn 7 Swish
Hr Swiivel 3 Thread \
3 Whip I—
[ Preview Effect oK | Cancel ‘
e Click OK.

e Select the text in the sub-title placeholder.
e Click the Add Effect button on the Custom Animation pane.
e From the drop-down menu, select Emphasis > More Effects.
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e Click the Shimmer effect in the Moderate category:

Add Emphasis Effect

Subtle B
B Bold Flash ngtush On Color
B Brush On Underline A Color Blend
A Color Wave o Complementary Color
" Complementary Color 2 f Contrasting Color
M Darken A Desaturate
=¥ Flash Bulb A Lighten
i; Wertical Highlight
Maderate
.,f Flicker ﬁ Grow With Calar
| 2 Shimmer [ I T Tester
Exciting
FiBlast ¥ Bink
B EBold Reveal B Style Emphasis
T Wave —
¥ Preview Effect ok | cocel |
e Click OK.

e Click the Slide Master thumbnail at the left of the screen:
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‘;* Color Typewriter ﬁ Compress :I
X Descend 3k Ease In

A% Grow & Turn #* Rise Up

g Spinner P Stretch

S Unfold # Zoom
Exciting

# Boomerang # Bounce

f Credits i Curve Up

7 Fiip # Float

# Fold A Glide

¥ Light Speed F Magnify

e Pinwheel # sing

# spiral In ¥ Swish

r Swivel @ Thread
s

¥ Preview Effect o | caneal |
o Click OK.

e Select all of the text in the text placeholder.

o Click the Add Effect button on the Custom Animation pane.
e From the drop-down menu, select Exit.

o Click the Checkerboard effect in the Basic category:

Sk Entrance g hfy effect
%%  Emphasis

{gr Mation Paths » | 8 2, Box

+£ 4, Diamond !

. 5 Fly Out

iew tool
slide Ma: ' r Vie B
P BT
—{
Close Master Wiew

e Click on slide thumbnail 2 in the Slides tab area.

e Select the organization chart.

¢ Click the Add Effect button on the Custom Animation pane.
e From the drop-down menu, select Entrance > More Effects.

o Click the Compress effect in the Moderate category:
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Moderate |
X dscend #¥ Center Revolve
A Color Typewriter || @ Compress |
# Descend Sk EaseIn X
Al Grow & Turn # Rise Up
A% Spirner P Stretch
F Unfold # zoom
Exciting
¥ Boamerang #¥ Bounce
X Credits # curve Up
FFip # Float
P Eold A cide
¥ Light Speed #* Maanify
A Pinwhesl # sing -
f Spiral In f Swiish ;|
¥ Preview Effect o | caneal |
Click OK.

Click on slide thumbnail 3 in the Slides tab area.

Select the diagram.

Click the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Emphasis > More Effects.
Click the Contrasting Color effect in the Subtle category:

Add Emphasis Effect

Subtle =l
B Eold Flash # Brush On Calor
B Brush On Underline A% Color Blend
F Color Wave JCﬂmplernentary Color
._* Complementary Calor 2 { Cnntrag:ng Colcr
A Desaturate

F* Shimm
Excit

SMPLE

B Bold Reveal B Style Emphasis
IV Preview Effect ok | cancel |
Click OK.

Click on slide thumbnail 4 in the Slides tab area.

Select the table.
Click the Add Effect button on the Custom Animation pane.
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e From the drop-down menu, select Motion Paths > More Motion Paths.
o Click the Circle effect in the Basic category:

Basic =
&= 4 Poink Star 'y 5 Point Star
% & Foink Star £ & Painit Star
([: Crescent Moon
> Diamond k /N Equal Triangle
< Footbal (7 Heart
" Hexagon () Octagon —
O Parallelogram " Pentagon
[\, Right Triangle [ square
£ Teardrop [ Trapezoid
Lines & Curves
“ frc Daown { Arc Left
3 Arc Right 7~ Arc Up
o1 Bounce Left “m Bounce Right
(@) Curvy Left (gh Curvy Right =l
% Preview Effect o | cacel |
e Click OK.

Click on slide thumbnail 5 in the Slides tab area.
Select the chart.
Click the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Object Actions = Open.
Click the save button.

Close the presentation.

e Select Edit Points:
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s |

Open Path

44 Reverse Path Direction

¢ Drag the right point inwards to form a “bean” shape:

e Click on slide thumbnail 2 in the Slides tab area.

¢ Click the numbered tag to the upper-left of the organization chart.
¢ Click the Change button on the Custom Animation Pane.

e From the drop-down menu, select Emphasis > More Effects.

e Click the Spin effect in the Basic category.

e Click OK:

SAMPLE

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




PAGE 68 - POWERPOINT 2003 - INTERMEDIATE LEV EL WORKBOOK

Change Emphasis Effect

Basic =]
& (Change Fill Color A Change Font:
A Change Font Color X Change Font: Size
B Change Font Style ;g Change Line Color
@ GrowyShrink.
T Transparency
Subtle
B Eold Flash A Brush On Calor
B Brush On Linderline 4% Color Blend
F Color Wave A% Complementary Colar
.ﬁ Complementary Calor 2 gf Contrasting Color .
M Darken ¥ Desaturate
Y Flash Bulb ¥ Lighten
%3 ‘wertical Highlight
Moderate Zl
% Preview Effect ok 3| cancel |

e Click the Save button.
o Keep the presentation open for the next exercise.

Applying Animation Enhancements

¢ In the Modify effect area on the Custom Animation Task Pane, select Two
Spins from the Amount drop-down menu:

Modify: Spin
Stark: B on dlick -]
Armount: |?2|:|° Clockwise

Counterclockwise

¢ In the Modify effect area on the Custom Animation Task Pane, select Fast
from the Speed drop-down menu.

e Click on slide thumbnail 3 in the Slides tab area.

o Click each of the numbered tags while holding down the Shift key. This selects
all of the animations.
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In the Modify effect area on the Custom Animation Task Pane, select
Medium from the Speed drop-down menu.

Click the down arrow next to Light Blue in the Custom Animation list:

] P Light Elue E

“3  start on Click

Skart With Previous

(D) Skart After Previous

| Effect Options,.. |\-E

Timing...

i

Show Adwvanced Timeline

Remove

Select Effect Options.
Click the Effect tab.
From the Sound drop-down menu, select Applause:

Enhancements

Sound:
after animation: |

Animate bexk:

Zash Regisker

e From the After animation drop-down menu, choose a pale blue color.
e Click OK.

e Click the Save button on the Standard toolbar.

e Close the presentation.

AddingSlideTransitionsy 4 [ [Fee [ |

¢ Frem the main menu, select File = Open and select PowerPointEx ercises:ppt
from the PowerPoint 2003 Intermediate Samples folder.

e From the main menu, select Slide Show > Slide Transition.
¢ Select Wheel Clockwise, 2 Spokes from the Apply to selected slides box:
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slide Transition A
@ =) [

Apply to selected slides:

Uncover Left-Up -
Uncover Right-Diowwn
Uncover Right-LUp

Wiedge

Wheel Clockwise, 1 Spoke

Wheel C e £5

Wheel Clockwise- = Srelone
 |wheel Clockwise, 2 Spokes
wheel Clockwiser—pore

wheel Clockwise, & Spokes
Wipe Dawn —
Wipe Left -

e Select Slow from the Speed drop-down menu in the Modify transition area.
e Select Wind from the Sound drop-down menu in the Modify transition area.
e Click Apply to All Slides:

Modify transition

-

Speed: |5|'3W

|v|

Sound: |Wind

[ Loop until next sound

Advance slide

V¥ on mouse click

[ Automatically after I 3:
Apply to All Slides

|I~ Plary | =] Slide: Show |

e Click on slide thumbnail 1 in the Slides tab area.
o _aFromythe main/menu, selectiSlide Show =pView'Show.
e Click through your slide show.

Note i, when the chart object opens as a result’of the Object Action applied toit,
close the chart'and continue clicking through the slides.

e Click the Save button on the Standard toolbar.
e Close the presentation.
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Using Movies, Sounds & Voice Narrations

Adding Movies or Animated GIFs

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

e Click on slide thumbnail 6 in the Slides tab area.

¢ Click the New Slide button on the Formatting toolbar.

e Apply the Title Only layout located in the Slide Layout Pane under the Text
Layouts section:

N

o Click in the title placeholder and type Animated GIFs and Sounds.

e Click in the body of the slide.

e From the main menu, select Insert > Movies and Sounds = Movie from Clip
Organizer.

¢ In the Clip Art pane, Search for "paddling,”" and click Go:

Clip Art r X
I ENA]

Search For:

|padd|ing | \iﬂ
Search in:

ea'Select “paddling” from the results:

e Click the down arrow beside the image and select Insert.
e Centre, and resize the animated GIF so it takes up about a third of the slide.
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e Click the Save button.
o Close the presentation.

Adding Sounds

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

e Select slide 7.

e From the main menu, select Insert > Movies and Sounds > Sound from Clip
Organizer.

e To find Fast Creek quickly, enter Water in the Search for box and check
Sounds in the Selected media file types drop-down menu. Click Go.

Seagulls ... Wakerfall ...
@ @
el e
Fast Creek Splash
(IR b ] B
" Fast Creek I
388 KB, Wway
el e
Wek Squish Four Spla...
@ @ r

Note:lf you still can't find Fast Creek in your Clip-Organizer, from the'main
menu, select Ansert > Movies and/Sounds > Sound from File. Locate your
PowerPoint/ 2003 Intermediate Samples Folders Select Fast Creek.wayv.
Click OK.

o Right'click on Fast Creek.waVv', and select Insert.
¢ Click Automatically in the displayed dialog box.
¢ Right-click on the Sound icon on the slide.

e Select Edit Sound Object.

e Check the Loop until stopped box:
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Sound Options

e Click OK.
¢ Move the sound icon to the bottom-left of the slide.

e Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and click through your animation:

%

e Click the Save button on the Standard toolbar.
o Close the presentation.

SAMPLE
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Creating Macros

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

o Click on slide thumbnail 1 in the Slides tab area.

¢ From the main menu, select View = Toolbars > Visual Basic.

e Click the Record Macro button on the Visual Basic toolbar:

¥isual Basic

My

Record Macro

e Type MacroRectangle in the Macro name box.

e Click OK:
Record Macro E2
Macro narme:
IMacrnRectangIe k
Stare macro in: Cancel |
IPDwerPointExercises.ppt j

Description:

e Click the Rectangle button on the Drawing toolbar.
e_aDraw,a long narrew rectangie along ther bottempofithe slider
e Click the Text Bax button on the Drawing toolbar.

e wbraw a text box inside the rectangle.

e Type MACRO RECTANGLE.

e Selectthe MACRO RECTANGLE text.

¢ Click the Bold button on the Formatting toolbar:

| MACRO RECTANGLE |

o Click outside of the Rectangle.
¢ Click the Stop Recording button on the Visual Basic toolbar:
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!a Security. ..

Stop Recording

e Click the Save button.
o Close the presentation.

Setting Macro Security

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.
e From the main menu, select Tools > Macro > Security

OR click the Security button on the Visual Basic toolbar.
o Click the Security Level tab.

Security |

| Trusted Publishers |

£~ Wery High, Only macros installed in trusted locations will be allowed
ko run, Al akher signed and unsigned macras are disabled.

" High. Only signed macros Fram trusted sources will be allowed ko
run. Unsigned macros are automatically disabled,

" Medium, You can choose whether or not bo run pokentially unsafe
Macros,

i Low (not recommended). You are not prakected From pokentially
nsafe macros, Use this sekting only if wou have virus scanning
software installed, or vou have checked the safety of all documents

. Yiou Oper.
il I Cancel
e Select the Low macro security level, which will enable you to complete the next
exercise.
e Click OK.

o Click Save.
e Close the presentation.
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Managing Macros

¢ From the main menu, select File = Open and select PowerPointExercises.ppt
from the PowerPoint 2003 Intermediate Samples folder.

o If the Visual Basic toolbar is not already displayed, from the main menu, select
View > Toolbars > Visual Basic.

e From the main menu, choose Tools > Customize.
e Select the Commands tab.
¢ In the Categories window, scroll down and locate Macros:

Customize 2 | x|

Toolbars  Commands | Options I

To add a command to a toolbar: select a category and drag the
command out of this dialog box ko & toolbar,

Cateqgories: Carmmands:

Table =] MacroRectangle =i
Window and Help ’

Drawing
Autoshapes
Outlining

Weh

Contral Toolbox

Built-in Menus
Mew Menu il :I

fodity Selection = Reatrange Commands... |

Close

¢ In the Commands window, click and drag MacroRectangle onto the Visual
Basic toolbar:

e ClIick Close to close the Customize dialog box.

e Click on slide thumbnail 2 in the Slides tab area.

e Click the MacroRectangle button on the Visual Basic toolbar.

e Repeat on each slide in the presentation.

¢ Click the Save button on the Standard toolbar.

e Select slide thumbnail 1 in the Slides tab area.

o Click the Slide Show from current slide button at the bottom-left of the
screen to preview and view your presentation.
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e Click the Save button on the Standard toolbar.
¢ EXxit PowerPoint.

Note: There is an example presentation located in the PowerPoint 2003
Intermediate Samples. Folder.

SAMPLE
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