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Lesson 1 - Customizing a
Presentation

Lesson Topics:

1.1 Applying Themes to a Presentation

1.2 Modifying Theme Colors, Fonts & Effects
1.3 Creating Custom Theme Colors

1.4 Creating a Custom Theme

1.5 Adding Background Styles & Effects

1.6 Adding a Graphic to a Slide Background
1.7 Rearranging a Presentation in Slide Sorter View
1.8 Rearranging a Presentation in Normal View
1.9 Duplicating Slides

1.10 * Deleting Slides

1.11  Working with the Slide Master
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1.1 Applying a Theme to a Presentation

In this lesson, yon will learn how to apply a theme to your presentation.

Themes consist of theme colors, theme fonts and theme effects that give your

presentation a professional and polished look. You can add themes from the
Design tabon the Ribbon. PowerPoint comes with 20 installed themes that you can use.
You can download additional themes from Microsoft Office Online.

T hemes are a quick way to apply preconfigured formatting to your presentation.
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Click arrow to
display additional
Themes

As you move your mouse pointer over each theme in the gallery, your presentation
changes to reflect what it would look like if you apply the theme. This is an example of
Microsoft Office’s nevlLive Previewfeature.

You can apply a theme to your entire presentation or to selected slides.

To Apply a Theme to Your Entire Presentation

1. Click the Design tab on the Ribbon.
Move your mouse pointer over any of the theme thumbnails in the Themes
group to preview a particular theme.

3. Click the theme thumbnail for the theme you want to apply.

To Apply a Theme to Selected Slides

1. Select the slides to which you want to apply a theme.
. Click the Design tab on the Ribbon.
3. Right-click the theme you want to apply and choose Apply to Select Slides
from the contextual menu.
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Tip: To set a theme as the default theme for all new PowerPoint documents, right
click the theme thumbnail and choosBet as Default Theme

Let’s Try It!
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1.2 Modifying Theme Colors, ont
and Effects

In this lesson, yon will learn how to modify the colors, fonts and effects of a theme.

further by modifying the theme colors, font or effects from the right side of

the Theme group on the Ribbon. The Colors button allows you to apply
various schemes of colors to the current theme. Click th€olots drop-down arrow and
move your mouse pointer over any of the color schemes to view a live preview.

Theme
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O nce you have applied a theme to your presentation, you can customize it

Likewise, theFonts button and theEffects button allow you to apply a set of theme font
and theme effects to your presentation. To display a Screen Tip that tells you the curent

theme colors, fonts or effect, move your mouse pointer over the respective button on the
Ribbon.

To Apply a Theme Color Scheme, Font or Effect to a
Presentation

1. Select the slides to which you want to apply a theme.
Click the Design tab on the Ribbon.

3.7 To apply a color scheme, click the Color arrow on the Theme group and click
the color scheme you want to apply.

4. To change the theme font, click the Font arrow on the Theme group and click
the theme font you want to apply.

5. To apply a theme effect, click the Effects arrow on the Theme group and click
the effect you want to apply.

© 2007 PCM Courseware 5



LESSON 1 - CUSTOMIZING A PRESENTATION

Let’s Try It!

Concourse
Equity
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1.3 Creating Custom Theme Colors

In this lesson, you will learn how to create a custom color scheme.

f you don’t like some of the colors in a particular color theme, you can maodify the

theme’s colors and save your changes as a new color theme which you can then add

to your collection of color themes. TheCreate New Theme Colors dialog box
allows you to choose a new color from the color palettte for various presentation
elements. If you know the RGB values of a particular color you want to add, click More
Colors in the color palette and enter the RGB values in the Custom tab of the Colors
dialog box.

Create New Theme Colors
Theme colors
Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2
Text/Background - Light 2

Accent 1

Accant 2

Accent 3

Accent 4

Accant 5

Select the new colors
from the drop-down
arrows

Accent &

Hyperlink

FEEEE

Followed Hyperlink

N

Mame: |My_Scheme

Save l ’ Cancel

To Create a New Color Theme

1. Click the Design tab on the Ribbon.

Click the Colors button on the Theme group and click Create New Theme
Colors.

Click the arrow next to the presentation element you want to change.

Click the color you want from the color palette.

5. For additional color options, click More Colors and select a color from the
Custom tab or the Standard tab. Click OK when finished.

Bl
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6. Click the Reset to return all color changes to the original colors.
7. Type a name for your new color theme in the Name box.
8.  Click Save.

Let’s Try It!

- Theme colors
Text/Background - Dark 1
Text/Background - Light 1

Text/Background - Dark 2

Text/Background - Light 2 I
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1.4 Creating a Custom Theme

In this lesson, you will learn how to create a custom theme.

nce you have modified theme colors, fonts or effects, you can then save your

changes to a custom theme as a theme file (.thmx) which you can then reuse in

other presentations. Any custom themes that you create are then stored in the
Document Themes foldemnder the Templates folder.

#+ BHQy )+ Lessanl - Microsoft PawerPoint
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7 save Current Theme

To apply a custom theme to a presentation, click the More button on the Themes gallery
and click your custom theme.

To Create a Custom Theme
1. Click the Design tab on the Ribbon.

2. Customize the current theme by modifying theme fonts, theme colors and
theme effects.

3. Click the More button on the Themes gallery.

4. Click Save Current Theme.

5.7 Type a name for your new theme in the File name box.

6. Click Save.
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Let’s Try It!

®
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1.5 Adding Background Styles and
Effects

In this lesson, you will learn how to add colors and fill effects to a slide background.

ou can change the background coloror background designon your slides,

your notes and your handouts. Each theme has its own set of background

schemes. These background schemes can be applied to a template or to a blank
presentation. Additionally, you can choose whether to change the background of the
current slide or every slide in your presentation.

Format Background [0l

e | Fin |

Picture | | (%) solid fill

() Gradient fill

(@) Picture or texture fill

[] Hide background graphics

Texture:

Insert from:

Tile picture as texture

Tiling options

Offsetx: |0pt 2| Scalex: |100% 5
Offset y: |0 pt 2| Scaley: |100% =

Alignment: | Top left |ZI

Mirror type: | Mone IZI

Transparency: U 0% =

Rotate with shape

’ Reset Background l [ Close l ’ Apply to All ]

Besides changing the background, you can add shading, a pattern, a texture or a picture.
Care should be used when changing slide backgrounds. It is not recommended to use
too many different backgrounds on the various slides in your presentation as consistency
1s important in any presentation.

To Add Colors and Background Effects

1. Click the Design tab on the Ribbon.
2. Click the Background Styles button on the Background group on the
Ribbon.
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3. Point to a style in the gallery to view a live preview of the style.
4. To apply the background to all slides, click the thumbnail you want.
5. To apply the background to selected slides, right-click the style thumbnail and

choose Apply to Selected Slides or Apply to Matching Slides.

6.  For additional options, click Format Background in the Background Styles
menu to display the Format Background dialog box.

7. To apply a solid color, click the Solid Fill radio button and choose the color
and transparency from below.

8.  To apply a Gradient, click the Gradient radio button and choose a ient
options (color, type, direction, etc.) from below.
9. To apply a Texture, click the Picture or Texture Fill radio butt i e

Texture arrow to choose the texture you want. Choose any oth
options from below.

10.  Click Apply to All to apply your changes to all slides in

Let’s Try It!
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Q Format Background...
ﬂ_ Reset Slide Background
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1.6 Adding a Graphic to a Slide
Background

In this lesson, you will learn how to add a picture to the background of your slides.

to your presentation. PowerPoint allows you to set a variety of graphic files as

slide backgrounds — .jpg, .gif, .bmp, etc. These can be images that you have
created in another program such as PhotoShop, images that you have uploaded from a
digital camera or images that have been purchased.

q dding a picture to the background of your slides can create an interesting effect

|_'IE .o & Q. s Lesson1t - Micresal - TR

) o esign | Ammations  ShdeShow  Review  View "
L] ” Aa
Sekp Ofetoan Sl | [ fecs

| regesema B sathground

. 2 packground Styles ~

. Hide Backgraund Graphics

Click to 3dd notes !
T R —

You can add a picture to the background of your presentation from Hwrmat
Background dialog boxwhich we worked with in the last section.

To Add a Graphic to a Slide Background

1. If you want to add a picture to the background of a single slide, display the
desired slide.

2. Click the Design tab on the Ribbon.

3. Click the Background Styles button on the Background group on the
Ribbon.
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4. Click Format Background in the Background Styles menu to display the
Format Background dialog box.

5. Click the File button under the Insert From area. To insert a Clip Art picture,
click the Clip Art button and choose the picture you want to insert.

6.  Navigate to the folder that contains the desired picture file. Click the picture
and then click Insert.

7. Click Apply to All to add the graphic background to all slides in your
presentation
Or
Click Close to add the graphic background only to the active slide.

Let’s Try It!
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Select Picture
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Fill

() solid fill

() Gradient fill

@ Bicture or texture fill

Hide background graphics

Texture: EV

Insert from:

Tile picture as texture

Stretch options
Offsets:
Left: |O% ‘ Right:
[a]

Top: |0

Transparency: !
[] Rotate with shape
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1.7 Rearranging a Presentation in
Slide Sorter View

In this lesson, you will learn how to move slides in your presentation.

ou can change the order of the slides in your presentation at any time. While

there are several different methods that you can use to-accomplish this, the

easiest way is to click and drag your slide(s) to the desired new location $ide
Sorter View. You can also click and drag slides to a different location in Normal view
using either the Outline Pane or the Slides Pane.

To Move a Slide to a New Location in Slide Sorter
View

Switch to Slide Sorter View.

Click on the slide that you want to move.

Click and hold down your left mouse button.

Drag the slide to a new location (as you drag, a vertical line appears indicating
where the slide would be placed if you release the mouse button).

When the vertical line appears in the desired new location, release the mouse
button.

el e

v

Vertical Line
indicates new
location of slide
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Let’s Try It!
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1.8 Rearranging a Presentation in
Normal View

In this lesson, yon will learn how to move slides in your presentation in Normal 1 iew

he process for moving slides in Normal View is the same as moving slides in

Slide Sorter View. Select the slides you wish to move and then drag them to a

new location. You can accomplish this using either the Slides Pane or the
Outline Pane When moving slides in Normal View, a horizontal line will appear as you
drag, indicating the new location.

Outline _slides

« Other resources
- Required paperwork
« Summary
3 History of Company
+ when was the company founded

Hotrizontal Line
indicates new
location of slide
+ Health/dental options:

A ® Revievww company business liours
Bkl o Talkl about company expectations of

+ Retirement benefits
: ;Eglnh\ifr?:;‘;atmnal opportunities e mployees
» Distribute company: handbook

« Detailed coverage of benefits might require a
g=gcorvany P o This may take morel thamn one slide

~ Company vision and charter/mission statement
« Company praducts/services
+ Thiz may take mare than one slide

4[] Benefits Review

follow-up mesting

3 Performance Reviews
« Purpose of reviews
+ Frequency and timing of reviews
+ Outline the rewiew process
« Distribute and review the forms

Select the slide(s)

you wish to move
7

[7] Reauired Paberwork
BE=o T =

To Move a Slide to a New Location in Normal View

1. Switch to Normal View.
Click either the Slides Pane tab or the Outline Pane tab.
3. ' Click on the slide that you want to move (in outline view, click on the slide icon

to the right of the slide number).
4. Click and hold down your left mouse button.

5. Drag the slide up or down to the new location (as you drag, a horizontal line
appears indicating where the slide would be placed if you release the mouse
button).

6.  When the horizontal line appears in the desired new location, release the

mouse button.
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Let’s Try It!
What

Why

1. Click theNormal Viewbutton (the
first button) in the lower right
corner of your screen.

Displays the presentation in Normal
View.

2. Click on theOutline panetab.

Displays the presentation in outline
format.

3. Click on theSlide Iconfor Slide 5
as shown below.

Selects Slide 5.

Select the Slide
Icon to select the

e Fraquency and iming of reviews
& Dutline the review process
& Distribute and review the farms

4. Click with your left mouse button
and drag up until the horizontal line

is before Slide 4.

Positions the insertion point of the new
location before Slide 4.

5. Release the mouse button.

Completes the move process.

6. Click on theSlides panetab.

Displays the presentation in thumbnail
format.

7. Click on the thumbnail foSlide 7

Selects Slide 7.

8.  Click with your left mouse button
and drag up until the horizontal line
is before Slide 6.

Positions the insertion point of the new
location before Slide 6.

© 2007 PCM Courseware
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1.9 Duplicating Slides

In this lesson, you will learn how to create a duplicate of an existing slide.

E'_’yl -0 & B g-s Lessonic - Microsoft PowerPoint -
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Tale and Content Section Header
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Content with Caption  Picture with Caption
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t times, you may wish to create a new slide that is similar to an existing
slide. Rather than create the new slide from scratch, it might be easier to
create a copy of an existing slide and then modify its content. To duplicate
slides, use theDuplicate Slidecommand on the New Slide button menu on the Home
Ribbon.

Another technique for duplicating slides is using thedrag-and-drop methodin either
Normal view (Outline Pane only) or in Slide Sorter View. To make a copy of a slide using
drag-and-drop, hold down th€trl key as you drag. This will make a copy of the selected
slide rather than moving the slide. Alternately, you can use the copy and paste
commands.

To Duplicate a Slide

1. Select the slide that you want to duplicate.
. Click the Home tab on the Ribbon.
3. Click the New Slide button arrow and then click Duplicate Selected Slides.
The new slide will appear directly below the selected slide.
Or
1. Select the slide, hold down the Ctrl key and then drag it to the new location.
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Let’s Try It!

PowerPoint 2007 Level 2 26



LESSON 1 - CUSTOMIZING A PRESENTATION

1.10 Deleting Slides

In this lesson, youn will learn how to remove an existing slide from your presentation.

the Cut command, the Delete command does not allow you to Paste the

D eleting a slide will physically remove that slide from your presentation. Unlike

deleted slide in another location — once you delete it, it’s gonel To permanently
remove a slide from your presentation, select the slide you want to delete and then press
the Delete key, or click thd)elete buttonon the Slides group of the Home Ribbon.

To Delete a Slide

1. Select the slide that you want to delete.

2. Press the Delete key.
Or

Click the Delete button on the Slides group of the Home Ribbon.

Let’s Try It!

What Why

1. Click onSlide 9in the Slides Pane. Selects Slide 9.

2. Press theDelete key. Removes Slide 9 from the presentation.
3. Click onSlide 7in the Slides Pane. Selects Slide 7.

4." Click theDelete buttonon the Removes Slide 7 from the presentation.

Slides group of the Home Ribbon.

© 2007 PCM Courseware
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1.11 Working with the Slide Master

In this lesson, you will learn how to make global changes by modifying the master slide.
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the Slide Master is to allow you to make global changes to your presentation,

such as changing the font size or font type. Any changes you make to the Slide
Master will apply to all existing slides and to any new slides that you subsequently add to
your presentation.

T he Slide Mastercontains all default formatting for your slides. The function of

The Slide Master allows you to modify:

® TFont Styles

® Background Style

® DPresentation Theme

® Background items (such as a company logo)
® Size and position of placeholders

® Bullet styles

® Color Schemes

® Header and Footer formatting

PowerPoint 2007 Level 2 28



LESSON 1 - CUSTOMIZING A PRESENTATION

To view the slide master, click the Slide Master button on the Presentation Views
group on the View Ribbon. You can then make any desired changes to the Slide
Master. Remember though, that the text on the master is only for styling; actual slide
text, such as titles, lists, headers and footers should be typed on the slide in Normal

vie

W.

To Make Global Changes using the Slide Master

Click the View button on the Ribbon.

Click the Slide Master button on the Presentation Views group on the
Ribbon. The contextual Slide Master tab becomes the active tab.

Select the placeholder whose contents you wish to modify and then apply
desired formatting options such as font typeface, size, bold, etc.

Apply any desired themes, theme colors, theme effects, theme fonts or

1.

8.
9.
10.
11.

background styles.

Highlight the bullets in a placeholder and then make any desired changes to

bullets or numbering.

Delete or add any additional placeholders.
If desired, insert a graphic such as a company logo.
Highlight the fields in any of the footer boxes and then apply any desired

formatting changes (font, etc.)

Move or resize placeholders to desired location/size.
Modify any desired Page Setup or Slide Orientation options.
Click the Close Master View button when finished.

Let’s Try It!
What

Why

1.

Click theView buttonon the
Ribbon.

Displays the View Ribbon.

2. . Click theSlide Masterbutton on Switches to the Slide Master. The
the Presentation Views group on contextual Slide Master tab becomes the
the Ribbon. active tab.

3. Select the border of thdVlaster Selects the placeholder which contains

Title placeholder as shown below.

the slide’s title.

© 2007 PCM Courseware
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'Click to edit Master titie style

Click to modify
Second Level text

style
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Lesson Summary - Customizing a
Presentation

>

In this lesson, you learned that Themes are a quick way to apply
preconfigured formatting to your presentation. Themes consist of theme
colors, theme fonts and theme effects that give your presentation a
professional and polished look. You can add themes from the Themes group
on the Design Ribbon.

Next, you learned that after have applied a theme to your presentation, you
can customize it further by modifying the theme colors, font or effects. Click
the Color, Fonts or Effects button on the right'side of the Theme group on
the Design Ribbon and make your selections.

Then, you learned how to create a new colot theme by modifying the colors
of an existing theme. Click the Colors button on the Theme group of trhe
Design Ribbon, click Create New Theme Colors, click the arrow next to the
presentation element you want to change and then click the color you want
from the color palette.

Then, you learned how to save your theme changes as a custom theme by
clicking the More button on the Themes gallery, clicking Save Current Theme
and then typing in'a name for your new theme. The custom theme will then
be available in the Themes gallery.

Then, you learned how to change the background color or background
design on your slides, your notes and your handouts using the Format
Background dialog box from the Background Styles button menu. You
learned how to apply background colors, textures and gradients.

Then, you learned how to add a graphic to a slide background from the
Format Background dialog box. You learned that you can use a graphic file
you have on your hard drive or can use a Microsoft Clip Art graphic.

Next, you learned how to rearrange a presentation in Slide Sorter view by
clicking and dragging the slide that you want to move to its new location.

Next, you learned how to rearrange a presentation in Outline view and
Normal View by clicking the slide that you want to move in the Outline Pane
and dragging it to its new location.

Next, you learned how to create a copy of an existing slide by using the
Duplicate Selected Slide command on the New Slide button menu on the
Home Ribbon.
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» Next, you learned how to permanently remove a slide from your presentation
by selecting the slide you want to delete and then pressing the Delete key, or
by clicking the Delete button on the Slides group of the Home Ribbon.

» Lastly, you worked with the Slide Master by clicking the Slide Master button
on the View Ribbon. You learned that the function of the Slide Master is to
allow you to make global changes to your presentation, such as changing the
font size or type, background design, presentation theme, bullet styles, color
schemes, etc. You also learned that any changes you make in the Slide Master

will apply to all existing slides and to any new slides that you subsequently
add to your presentation.
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Lesson Quiz

1. What background effects can you add to your slides (select all that apply)?
A. Background Color
B. Background Picture
C. Text Size
D. Gradient

2. What command button allows you to change the background of your slides?
A.  The Background button on the Design Ribbon.
B. The Background Theme button on the Design Ribbon.
C. The Colors button on the Design Ribbon.
D. The Background Styles button on the Design Ribbon.

3. Background effects can only be applied to your entire presentation — not to
individual slides.
A. True
B. False

4. What are three theme effects that you can from the Themes group of the Design
Ribbon?
A. Colors, Fonts and Effects
B. Gradient, Texture and Picture
C. Colors, Theme type and Gradient
D. Gradient, Brightness and Picture

5. What type of graphics can you use as background images (select all that apply)?
A. .GIF JPG, .BMP, .PICT, etc.
B.  Only ClipArt that comes with PowerPoint
C. Only images that are created with Photoshop
D. Most image files except for digital camera pictures

6. How can you save your theme changes as a Custom Theme?

7. In which Views can you rearrange your slides (select all that apply)?
A. Slide Show View
B. Outline View
C. Normal View
D. Slide Sorter View

8. You want to move Slide 7 before Slide 3. How can you accomplish this?
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9. Rather than create a new slide from scratch, you want to instead make a copy of slide
11 and then modify its content. To do this you would:
A.  Select Slide 11 and click the Insert button on the Home Ribbon.
B. Select Slide 11 and click the Copy button on the Home Ribbon.
C. Select Slide 11, click the New Slide button arrow and click Duplicate Selected
Slides.
D. Select Slide 11, click the Insert button arrow and click Duplicate Selected Slides.

10. What are two ways that you can delete a slide from your presentation?

11. On what Ribbon can you find the Slide Master button?
A. The Themes Ribbon
B. The Design Ribbon
C. 'The View Ribbon
D. The Tools Ribbon

12. What is the purpose of the Slide Master (select all that apply)?
A. Displays all hidden slides.
B. Allows you to make global changes to your slides.
C. A place to add your actual text, headers and footers
D. A place to modify fonts, styles, background design, bullet & number styles, and
color schemes of all of the slides in your presentation.
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LAB 1 - ON YOUR OWN

10.

11.

Open the Lab1 presentation file.

Apply a dark purple color to all slides in your presentation from the Fotmat
Background dialog box (Hint: use the Solid Fill option).

Apply the Moss gradient fill style Slide 1 in your presentation.
Apply the Apex theme only to Slide 4.

Apply the Apex font theme to all slides in your presentation.
In the Slides Pane, move Slide 7 before Slide 5.

Make a duplicate of Slide 15.

Switch to Master Slide View and change the font of the Master Title to
Times New Roman, Bold, 40 pt.

In Master Slide view, change the font size of the Page Number field in the
Number Area footer to 8 pt.

Switch to Normal view.

Save and close the presentation.
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LESSON 2 - ANIMATION TECHNIQUES

Lesson 2 Animation Techniques

Lesson Topics:

2.1 Applying Animation Schemes
2.2 Using Custom Animation

2.3 Modifying Effect Options

2.4 Adding Slide Transitions

2.5 Using Transition Triggers
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2.1 Applying Animation
In this lesson, youn will learn how to apply Animation Schemes to your stides.

n exciting visual effect that you can add to your slides is Animation, which

allows you to control how your information appears on the slide duting a slide

show. For instance, you can have your words fly onto the screen.one at a time
or slowly fade in. With animation, you can control how and when you want an item to
appear on your screen. Using animation in your presentation can help you focus on
important points and manage the flow of information — as well as add exciting effects to
your slide show.

[y = - B e eniTn = Ncronoft oot Dy Toik
Wome et Design | awmaocm | fkdeShow Arew  Vew  Devvoper Forvat

F' - - 1« delBRation Sound: [N Soun]
3 Jj ‘i ﬂ ,«% *| 45 Thamn Speed: Fact

v Apph Y AR

- l|Adveee Side
| ¥ On Wenne O

AuRDmatiatly &

Click the
Animate arrow

Select the object
that you want to
animate

PowerPoint contains several preset visual effects that will help you get started with
animation. You can apply an animation scheme to a single object or to a group of
selected objects.

To Apply an Animation Scheme

Select the object or text placeholder to which you want to apply animation.
Click the Animations tab on the Ribbon.

Click the Animate drop-down list arrow.

Point to an Animation Scheme to display a live preview.

Click the Animation Scheme you want to apply.

SAEEal S 4y
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Let’s Try It!
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All At Once
By 1st L

Custom Animation...
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What Why

16. Click theAnimate combo box Applies the Wipe by 1 Level Paragraph
arrow on the Animations group and  animation scheme to the bulleted list
click By 1" Level Paragraphunder placeholder.
the Wipe category as shown.

Q-+

Click the “Wipe by Design | Animation
1* Level JEET |
No Animation
Paragraph,, ] No Animation

A1l Fade
All At Once

animation scheme

SER  Wipe
All At Once
8y 1st Level Paragraphs

Fly In
All At Once
&% By 1st Level Paragraphs
Custom
k Custom Amr.ﬂ_a_t\om‘.‘

17. SelectSlide 1in the Slides pane. Actives the first slide in the presentation.
18. Press theF5 key. Enters Slide Show view.
19. Click your left mouse button or Moves to the next step in the animation.

press the space bar.

Setting the Learning Environment

e Greeting

Click or press the space
e Tent Cards bar to navigate through

the animation scheme

20. Click your left mouse button or Moves to the next slide in the presentation.
press the space bar again.
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2.2 Using Custom Animation

In this lesson, you will learn how to apply Custom Animation to objects in your
presentation.

n addition to the preset animation schemes, you can also apply Custom

Animation to the placeholders and objects on your slides. Custom Animation

allows you to apply a wide range of animation effects to individual objects on your
slide. For instance, you can control the direction of the animation, the event that triggers
the animation, and the speed of the playback.

Custom Animation v x

Entrance 3

1. Blinds
2. Box
3. Checkerboard
4. Diamond
5.FlyIn
More Effects...

Emphasis »
Exit
Motion Paths P

oW i ¥

Custom
Animation

Select an g
click "Add 4

Categories

To Apply Custom Animation

Select the object to which you want to apply Custom Animation.

Click the Animations tab on the Ribbon.

Click the Custom Animation button to display the Custom Animation pane.

Click the Add Effect button, point the category that you want and then click

an animation effect from the list. Click More Effects to see additional effects

in the selected category.

5. Toapply additional options, click the animation effect you want to modify in
the Animation Order list in the Custom Animation pane and select any desired
options from the drop-down lists under the Modify area.

6.  Click the Play button to view the animation effect.

Bl o e
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1“9 3k Rectangle 4: The Instructo.

2. [

243 3k Rectangle 5: Bod

Let’s Try It!

ustar Animation

]
~ Entrance

Emphasis
Exit

% Maotion Paths » |4:
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¥ Emphasis % 2 Box

. Checkerboard
. Diarmond

. Fly In

More Effects...
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2.3 Modifying Effect Options

In this lesson, youn will learn how to add effect options to your custom antmations.

fter you have chosen your custom animation, you can then add additional effects

to the animation. For instance, you can dim text after it is animated, animate

chart elements, add sound to your animations, and add text by word or by letter,
just to name a few.

Custom Animation v x

— @ liﬂr Change '] [Ksa REmwe}

Effect | Timing | Text Animation SITE L
Start: “& on click

s
Spokes: 4 E
L ]

Settings

Spokes: 4 Spokes

-

Speed: Fast

143 3% Rectangle 4: The Instructo.
I 2% 3k Rectangle 5: Body Lan.. ELL
I8 start On Qlick
Start With Previous

Enhancements

Sound: [Mo Sound]

=y

After animation: | Don't Dim

B [ [

Animate text: All at once

D Start After Previous

Click the arrow
Timing... and select
Show Advanced Timeline “Effect Options”

Effect Options...

oK ] i Cancel

Remove

To add effect options, click the object you want to modify in thenimation Order list in
the Custom Animation pane. A drop-down arrow will appear next to the object name.
Click the arrow and then closEffect Optionsto display the Effect Options dialog box.

To Modify Effect Options
1. Click the Animations tab on the Ribbon.

2. Click the Custom Animation button to display the Custom Animation pane.

3. Click the animation effect you want to modify in the Animation Order list in
the Custom Animation pane to display the drop-down arrow.

4. Click the drop-down arrow and click Effect Options.

5.  Click the tab for the effect you want to modify.

6.  Make your selections.

7. Click OK when finished.

8. Click the Play button to view the animation changes.
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Let’s Try It!

e, [ ]

Animate text:

Don't Dim
Hide After A
Hide on Nexd]
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2.4 Adding Slide Transitions

In this lesson, you will learn how to add Siide Transitions as you advance from one slide to
the next.

slide to the next. For example, you can add an animation effect such as
Horizontal Blinds or a Checkerboard pattern. You can also.add a preset sound
effect to the slide transition or use your own sound file.

S lide transitions specify how the display changes when you advance from one

Drawing Tasls

Arations | Shde Show  Review  View  Devalops Format w

.| Ne Transition & | Tramution Sound: [No Scund) = Advance Shie
| P} Tramkicn Speedt Fas e, ¥ On Mouse Cick
J o Apply Ta Al B Automatically e 0000 2
Win Stk
Fades

To apply transitions to specific slides, select the first slide in the Slide Pane Window;,
hold down the Ctrl key, and then select any additional slides. The fastest way to apply
transitions to multiple slides is to work in slide sorter view. Click figply to Allbutton
on the Ribbon to apply the transition effect to every slide in your presentation.

To Add Slide Transitions

1. Display the slide to which you want to apply Slide Transitions or select
multiple slides in the Slides Pane window.

2. Click the Animations tab on the Ribbon.

3. Click the More button on the Slide Transition gallery on the Transition To
This Slide group.

4. Point to a slide transition in the gallery to view a live preview.
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5. Click on the slide transition thumbnail for the effect that you want.

6.  Select the desired transition speed (Slow, Medium or Fast) from the Transition
Speed drop-down list.

7. If desired, select a pre-defined Sound from the Transition Sound drop-down
list.

8. To add a custom sound file, select Other Sound from the Transition Sound
drop-down list, navigate to the folder that contains the desired sound file,
select the file, and then click Open.

9. To apply the Slide Transition effect to all slides in your presentation.
Apply to All button on the Transition To This Slide group.

Let’s Try It!
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2.5 Using Transition Triggers

In this lesson, you will learn how to set up a trigger for slide transitions.

next slide and provide you more control over your presentation. There are three

5 ; lide transition triggersallow you to specify when you want to advance to the
basic triggers you can use:

® Advance to the next slide only when you click the mouse

® Advance to the next slide after a specific time interval

® Advance to the next slide after you click the mouse or after a specified time
interval, whichever occurs first.

Lesson2a - Microsoft PowerPoint = =

Animations Slide Show Review View Developer

« b Transition Sound: [Mo Sound] - | Advance Slide
|? = 1 Transition Speed: Fast ~ || ¥ On Mouse Click
T 3 apply To All
Transition to This Slide

-

¥ Automatically After; 0000 5

Transition
Trigger options

To Add Slide Transition Trippers

1. Display the slide to which you want to apply Slide Transitions or select
multiple slides in the Slides Pane window.

2. Click the Animations tab on the Ribbon.

3. On the Ribbon, click the check-box next to On mouse click to advance only
when you click the mouse.

4. Click the check-box next to Automatically after and using the arrows, select
the number of seconds to wait before advancing to the next slide.

5. To apply the transition trigger to all slides, click the Apply to All button.

Let’s Try It!

What Why
1. In theSlides Sorter View pang Makes slide 8 the active slide.
selectSlide 8
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Lesson Summary - Animation Techniques

» In this lesson, you learned how to control how your information appears on
the slide during a slide show by applying Animation to the objects on your
slides. You learned that you can chose from several preset animation
schemes by clicking the Animate arrow on the Animations Ribbon.

» Next, you learned that by using Custom Animation, you can control the
direction of the animation, the event that triggers the animation, and the
speed of the playback as well as add entry and exit effects. You learned that
you can apply custom animation to your slides by clicking the Custom
Animation button on the Animations Ribbon and then clicking the Add
Effects button on the Custom Animation Pane:

» Next, you learned that after you have chosen your custom animation, you can
then add additional effects to the animation such as dimming text after it is
animated, animating chart elements, adding sound to your animations, and adding
text by word or by letter. To add effect options, click the object you want to
modify in the Animation Order listin the Custom Animation pane. A drop-
down arrow will appear next to the object name. Click the arrow and then
choose Effect Options to display the Effect Options dialog box.

» 'Then, you learned that Slide Transitions specify how the display changes
when you advance from one slide to the next. You learned that you can apply
slide transitions to your slides by clicking the desired transition thumbnail in
the Slide Transition gallery on the Animations Ribbon.

» Lastly, you learned that Slide Transition Triggers allow you to specify when
you want to advance to the next slide and provide you more control over
your presentation. Using transition triggers, you can advance to the next
slide only when you click the mouse, advance to the next slide after a specific
time interval or advance to the next slide after you click the mouse or after a
specified time interval, whichever occurs first. You can set Slide Transitions
from the Animations Ribbon.
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Lesson 2 Quiz

1. An animation scheme is:
A. Animated graphics you can add to your presentations.
B. A way to rehearse your presentations.
C. Applause that you can add to your slides
D. Visual effects that you can add to your slides.

2. When are animation effects visible (select all that apply)?
A. During Slide Show View.
B.  When viewing your presentation in Slide Outline view.
C. When viewing your presentation in Slide Sorter view.
D. All of the above

3. To add a preset animation to a text placeholder on your slide:

A. Select the placeholder, click the Effects button on the Animations Ribbon and
then click the animation effect you want.

B. Select the placeholder, click the Animation Schemes button on the Animations
Ribbon and then click the animation you want.

C. Select the placeholder, click the Animate button on the Animations Ribbon and
then click the animation you want.

D. Select the placeholder, click the Custom button on the Animations Ribbon and
then click the animation you want.

4. If you wanted to apply effects such as controlling the direction of the animation,
choosing the event that triggers the animation or setting entrance and exit effects,
you would add what type of animation?

A. Preset Animation

B. Custom Animation
C. Animation Triggers
D. Rehearsal Animations

5. You can apply animation only to entire slides, not to individual placeholders.
A. True
B." False

6. Which of the options below is NOT a slide transition effect?
A. Adding Applause
B. Advancing the slide automatically after 10 seconds.
C. Adding the Checkboard animation as an Exit Effect
D. Setting the transition speed to slow

7. Which is the FASTEST way to apply slide transitions to multiple slides?
A. Select the slides in Slide Show View
B. Click the Apply to All button on the Animations group on the Ribbon.
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C. Select the slides in Slide Sorter View
D. Select the slides in Outline View

8. Which of the below are considered Slide Transition Triggers (select all that apply)?
Advance to the next slide only when you click the mouse.

Advance to the next slide after a specific time interval.

Advance to the next slide after the last placeholder has been loaded.

Advance to the next slide after you click the mouse or after a specified time
interval, whichever occurs first.

OO %

9. You can set a slide to advance after 10 seconds o, if you don’t want to wait that
long during your presentation, when you click your mouse.
A. True
B. TFalse

10. After have chosen your custom animation, you can then add additional effects
to the animation by clicking the drop-down arrow next to the animation in the
Animation Order List and then clicking the
option.
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LAB 2 - ON YOUR OWN

1. Open the Lab2 exercise file.

2. Apply the Wipe Preset Animation Scheme to both objects on Slide 1¢

3. Using Custom Animation on Slide 2, apply the Fly-In Entrance effect to
the Slide Title placeholder. Add the Checkerboard Exit effect to the text
placeholder (below the title placeholder).

4. Add the Breeze sound effect to the second animation (preceded by the letter
2).

5. Apply the Uncover Right Slide Transition to Slides 4, 5 and 6.
0. Set the Slide Transition Timing to 5 seconds for the entire presentation.

7. Save and close the presentation.
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Lesson 3 Working with Data
from Other Sources

Lesson Topics:

3.1 Importing an Excel Documentinto a Slide
3.2 Moditying an Embedded Excel Chart

3.3 Inserting a Word Documentinto a Slide
3.4 Adding Sound to Slides

3.5 Adding Video to Slides

3.6 Exporting a Presentation to Word

© 2007 PCM Courseware, LLC 63



LESSON 3 - WORKING WITH DATA FROM OTHER SOURCES

3.1 Importing an Excel Document
into a Slide

In this lesson, you will learn how to insert an existing Excel chart into your slide.

(i Encapsulated PostScript -
) Microsoft Equation 3.0 ‘
(") Create from file Microsoft Graph Chart [ |

Microsoft Office Excel 97-2003 Worksheet |i
Microsoft Office Excel Binary Worksheet
Microsoft Office Excel Chart :
Microsoft Office Excel Macro-Enabled Worksheet

Microsoft Office Excel Worksheet ¢

Insert Object

[ | pisplay as icon

Result

§ - Inserts a new Microsoft Office Excel Chart object into your
Eﬂ presentation.

ou can insert documents created in other Microsoft Office programs or in any

other program that supports linked and embedded objects into your

presentations. Itdis not necessaty to recreate existing information that you wish
to include in your PowerPoint presentation. In this lesson, we are going to insert an
existing Excel chartinto our presentation.

When inserting an object, you can choose to eithkink or Embed the data. When an
object islinked, the data is stored in the source document. This means that when the
data is updated in the original document, it will automatically be updated in your
presentation. Linking enables you to keep your information up-to-date while keeping the
file size of your presentation to a minimum. Whdambeddingobjects in your
presentation, you create a copy of the object which resides in your destination document.
Thus, any changes made to the original document will not be reflected in your
presentation.

To Insert an Existing Excel Chart:

1. Activate the slide into which you wish to insert the file.
2. Click the Insert tab on the Ribbon.
3. Click the Object button on the Text group of the Ribbon.
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4.  To create a new Excel chart, click the Create New radio button, choose
Microsoft Office Excel Chart from the Object type list and then click OK.
5. Toinsert an existing Excel chart, click the Create from file radio button.
6. Click OK.
Browse to 415
ol
location of file
Ok
" Create new File: _
{+ Create from file I Cancel |
Bresfse. .. |
™ Gisplay as icon
Tl Click Link box to
; . Inserts the contents of thi .
presentation so that you create a lll’lk to source
application that created it
document
I
7. Click the Browse button to navigate to the location of the file you wish to
insert.
8. Click OK.

9. Click the Link box if you wish to ereate a link to the original document.

10. Click OK.

Let’s Try It!

What

Why

1.

Click theMicrosoft Officebutton
and then clickNew from the File
Options menu.

Opens the new presentation task pane.

2. Select Blank Presentationin the Creates a new blank presentation.
New Presentation pane.
3. Click Create. Creates a new blank presentation.
4. Right-clickSlide 1in the Slides Applies a blank slide layout to our current

pane, point toLayoutand then
click theBlank]layout.

slide.
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Insert Object

7 Craate new File:
e Lreate From File |

Browse, ..
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3.2 Modifying an Embedded Excel
Chart

In this lesson, yon will learn how to modify an embedded Excel Chart.

formatting. Double-clickingan embedded Excel chart displays thExcel

Ribbon, from where you can make formatting changes. After the Excel Rib bin
displays, click the chart to activate it and then click the contexidalsign, Layout or
Formattabs under Chart Tools on the Excel Ribbon.

q fter you have imported the chart into your presentation, you can then modify its

|21 Mierasoft PowerPoint - [Expences] AN C=2!
1] fre  Window

a4 ry Chart Took . U

Ham et Pagelayost  Formules  Data  Rrvdew  View  Dwwelap Oriige___ Layout " foamat

Contextual
Chart tabs

SMuWCok S

PENR. .

55 000 09

S5.000 00

$4.000000 |

$3.00000 =+

5200000

$1.00000 +

To open the chart in the Excel applicatioright-click on the chart, point tWWorksheet
Objectand the clickOpen. The chart will display in the Excel application.

To Modify an Embedded Excel Chart:

1. Double-click on the embedded chart.
Or

Right-click on the chart, point to Worksheet Object and the click Edit. The
Excel Ribbon will display above the chart.
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2. To open the chart in the Excel application, right-click on the chart, point to
Worksheet Object and the click Open.

3. To change a chart layout or style, click the Design tab under Chart Tools.
Make your desired selection from the Chart Layout or Chart Style group.

4. To change chart titles, axis titles, legends, or data labels, click theLayout tab
under Chart Tools and make the appropriate selection from the Ribbon.

5. To add or modify shape effects, shape fill, border weight, style or color, click
the Format tab under Chart tools and make your selection.

6.  To format a selected object, click the chart object and click the For
Selection button on the Format tab to display the Format Object dia

7. When finished, click outside of the chart area to return to pres i

-+

Let’s Try It!

$8,000.00

$7.000.00
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3.3 Inserting a Word Document into
a Slide

In this lesson, yon will learn how to insert an existing Microsoft Word table into your
presentation.

IEE"""‘1"""‘2"""'3"""'4"""'5"""“
© Sales-by-Category"
. Video: s
L Montha | Video-Salesn  Rentalso Snackso
: Januarys $1,045 88,3251 32,495
© Februarys $2E651 | 2529 1,306
T Marche 1,522 96,2221 1,552
April ¥2,555, $53221 F1,4100=
5 Mays 53,066 $5,100:2 -§2,38% =
E nJunen 89907 95,5004 7,256 [

nserting existingMicrosoft Worddocuments into your slides works the same way

as importing Excel documents. Use tHObject command button on the Insert

Ribbon and then navigate to the folder that contains the Word document that you
wish to import into your presentation. Once again, you have the option of either
embedding or linking the document. In this lesson, we will insert a Microsoft Word table
as a linked object and then make changes to the object after we import it into PowerPoint.

To Insert an Existing Word Document:

Activate the slide into which you wish to insert the file.

Click the Insert tab on the Ribbon.

Click the Object button on the Text group of the Ribbon.

To create 2 new Word document, click the Create New radio button, choose
Microsoft Office Word Document from the Object type list and then click

OK

To insert an existing Word document, click the Create from file radio button.
6.  Click OK.

bl A

o
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7. Click the Browse button to navigate to the location of the file you wish to

insert.
8. Click OK.
9. Click the Link box if you wish to create a link to the original document.

10.  Click OK.

Let’s Try It!
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Insert Dbject ed
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3.4 Adding Sound to Slides

In this lesson, youn will learn how to insert a sound file into your presentation.

You can add music and sounds to your presentation from files stored on youf
computer or a network drive, sound files stored in the Microsoft Clip Organizer
or even from files on the Internet.

q n exciting way to jazz up a presentation is by addiSgund files to your slides.

PowerPoint comes with many sound files already available in Mdcrosoft Clip
Organizerand you can add your own files to the Clip Organizer as well. Use Soaind
from File command from the Sound button menu, to insert a sound file that is stored on
your computer’s hard drive or network drive.

When inserting a sound file, a small icon appears on your slide. You have the option of
automatically playing the sound when the slide is launched or clicking on the icon to play
the sound during Slide Show View. If you set up your slide to automatically play, click the
Hide During Show checkboxon the Sound Options group of the contextual Sound
Options Ribbon so that the sound icon is not visible during your slide show.

Inserted So\d

\ "

Rodney’s Video

Connecting to the future Sound file stored
in Clip
Organizer
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To Add a Sound File to a Slide from the Clip
Organizer:

Activate the slide into which you wish to insert the sound file.

Click the Insert tab on the Ribbon.

Click the arrow on the Sound button.

Click Sounds from Clip Organizer from the button menu.

Click the desired sound file in the Clip Art Task Pane.

Click Automatically if you want to sound to automatically play when the slide
is displayed or When Clicked if you want to the sound to play.only when the
icon is clicked.

7. Set additional sound options from the contextual Options tab under Sound
Tools.

Sk =

To Add a Sound File to a Slide from a File:

Activate the slide into which you wish to insert the sound file.

Click the Insert tab on the Ribbon.

Click the arrow on the Sound button.

Click Sounds from file from the button menu.

Navigate to the folder where your sound file is stored.

Highlight the sound file that you wish to insert and then click OK.

Click Automatically if you want to sound to automatically play when the slide
is displayed or When Clicked if you want to the sound to play only when the
icon is clicked.

8. Set additional sound options from the contextual Options tab under Sound
Tools.

Nk =

Let’s Try It!
What Why

1. "~ Open Lesson3afrom the Lesson Opens the Lesson 3a PowerPoint file.
Files foldet.

2. Click theInsert tabon the Ribbon. Displays the Insert Ribbon.
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@ | 1¢ vice During show 25 lay Sound:[automaticaly -]
slide Show | [F\ N\ Until Stopped < Max Sound File Size (KB}:

Volume ~

giechnology

Rlstores now interconnected
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3.5 Adding Video to Slides

In this lesson, youn will learn how to insert a movie file into your presentation.

dding video clips to your slides is accomplished the same way as adding sound
files. Video clips can be either animated .GIF’s or digital videos created with
digital equipment. PowerPoint supports several types of video formats:

Quicktime
AVI

ASF

MPEG

MPG

WMV
Animated Gifs
MP3

Mov

With the exception of Animated Gif files, you can edit the movie object to rewind when
finished and to continue looping. After inserting a video file, you can then change the
size and location of the file just as you would when working with a placeholder object.

e main network
system

 Clp et - x
(@

Search for:

Inserted pors -

hould be:

Video Clip  frseteoms [

idte response

[&] organize clips...

% clip art on Office Orline

@ Tips For finding clips
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To Add a Video Clip to a Slide from the Clip
Organizer:

Activate the slide into which you wish to insert the video file.

Click the Insert tab on the Ribbon.

Click the arrow on the Movie button.

Click Movie from Clip Organizer from the button menu.

Click the desired video file in the Clip Art Task Pane.

Click Automatically if you want to video clip to automatically play when the
slide is displayed or When Clicked if you want to the video to play only when
the icon is clicked.

Size and move the object as desired.

8. Set additional Movie options from the contextual Options tab under Movie
Tools.

Sk L=

~

To Add a Video Clip to a Slide from a File:

Activate the slide into which you wish to insert the video file.

Click the Insert tab on the Ribbon.

Click the arrow on the Movie button.

Click Movie from file from the button menu.

Navigate to the folder where your video file is stored.

Highlight the movie file that you wish to insert and then click OK.

Click Automatically if you want to movie to automatically play when the slide
is displayed or When Clicked if you want to the movie to play only when the
icon is clicked (you will not be prompted for animated gifs).

Size and move the object as desired.

9.  Setadditional Movie options from the contextual Options tab under Movie
Tools.

Ntk =

S

Let’s Try It!
What Why

1. Click onSlide 2in the Slides Pane. Ensures that Slide 2 is the active slide.

2. Click thearrow on the Movie Displays the Clip Art pane.
button on the Insert Ribbon and
click Movie from Clip Organizer
from the menu.
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What Why
Lesson3a - Microsoft PowerPo

H92-0#+HQ-)s
Review View

Animations Slide Show
~ | Loop Until Stopped
4

Qd Movie After Playing

Home Insert Design

[¥z play Movie: | Automatically

& |

]

Hide During Show

Slide Show |
volume = | Play Full Screen
Mavie Options

Click the “Loop

Until Stopped”
check box

12. Press theF5 key.

13. Press thespacebartwice.

14. Press thespacebar

15. Observe the clock file.

Video will
automatically
restart at 12

Exits Slide Show mode.

16. Press theEsc key twice.
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3.6 Exporting a Presentation to
Word

In this lesson, you will learn how to export a presentation to Microsoft Word as an
Outline.

ou have the ability texport your PowerPoint Presentation tMicrosoft Word

In order for all your text to show up in Word document if exporting to Outline

only format, it must be in either a title placeholder or a text placeholder. That is
to say, text in WordArt or AutoShape objects on your slide will not appear in Microsoft
Word. Additionally, you can only export an entire presentation, not specific slides or
selected text.

Send To Microsoft Office Word |, 7 |[mcam]
Page layout in Microsoft Office Word ——

[ e

we| (@) Notes next to slides

x|

.i (") Blank lines next to slides

-.=

\,& (") Notes below slides

s

. '_ Blank lines below slides

'_ Qutline only

il |

Add slides to Microsoft Office Word document
t_é__.'Easte
() Paste link

 — |[ cancel ]

When exporting a presentation to Word, you have several options for the page layout of
the export:

® Notes located next to the slides

® Blank lines next to slides (to allow people to write in notes)
* Notes below the slides

® Blank lines below the slides

® Export the outline only
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If you want any changes you subsequently make to your presentatin to be reflected in the
Word document, click th®aste Linkradio button in the Sent to Microsoft Office
Word dialog box.

To Export a Presentation to Word:

1. Open the presentation that you would like to export.
Click theMicrosoft Officebutton, point toPublishand then clickCreate
Handouts in Microsoft Office Worérom the menu.

3. Select the desiredPage Layoutoption from theSend to Microsoft Offi
Dialog box.

4. Click OK.

Let’s Try It! .

Send To Microsoft Office Word
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[The-Successful-Technical Trainer{]
Rodney's Video, Inc.§
Setting-the-Learning-Environment-y]
wGireeti

»-Tont-Cards§
w-Agenda/Goalsy )
»-Logistics/ Ground Rulcsg
-Sell them-on the-subject’§

et
..Lia-mmurm-mmm
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Lesson Summary - Working with Data
from Other Sources

» In this lesson, you learned how to import an existing Excel chart into your
slide by using the Object command button on the Insert Ribbon, selecting
Create from File and then choosing the chart you wish to insert.

» Next, you learned how to modify a chart in the Excel environment by
double-clicking the chart to activate the Excel Ribbon and accessing your
desired formatting options from the contextual Design, Layout or Format
tabs under Chart Tools.

» 'Then, you learned how to import an existing Word document into your slide
by using the Object command from the menu, selecting Create from File and
then choosing the document you wish to insert.

» Then, you learned how to add sound to slides from the Microsoft Clip
Gallery or from an existing sound file on your computer by clicking the
Sound button arrow on the Insert Ribbon and choosing the type of sound
file you want to insert. You also learned how to set sound file options from
the contextual Options Ribbon.

» Then, you learned how to add video clips to slides from the Microsoft Clip
Gallery or from an existing video file on your computer by clicking the
Movie button arrow on the Insert Ribbon and choosing the type of video file
you want to insett. You also learned that you can modify video options from
the contextual Options Ribbon.

» Lastly, you leatrned how to export a presentation to Microsoft Word by
clicking the Microsoft Office button, pointing to Publish and then clicking
Create Handouts in Microsoft Office Word.
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Lesson 3 Quiz

1. What happens if you double-click an embedded object in your chart?
A. It will delete the object.
B. It will convert the object to a linked object.
C. It will open the object in its source application.
D. It will open the object in Adobe Acrobat.

2. To import an existing Excel chart into your slide, you:

A. Click the Chart button on the Insert Ribbon, choose Microsoft Excel Chart
from the list box, click the Browse button and then choose the chart you wish
to import.

B. Click the Microsoft Office button, point to Publish and then choose the Chart
that you want to insert.

A. Click the Object button on the Insert Ribbon, point to Microsoft Excel Chart
and then choose the chart you wish to import.

D. Click the Object button on the Insert Ribbon, click the Create from File radio
button, click the Browse button and then choose the chart you wish to import.

3. To modify a Word document that you imported, you:
A. Double-click the Word object and make your changes in the Word
environment.
B. You will need to open the document directly from Microsoft Word to make
any changes.
C. Click the Object button on the Insert Ribbon and click Edit Object from the
menu.

D. Click the Edit Object button on the Insert Ribbon.

4. Sound files can only be imported from the Microsoft Clip Gallery.
A. True
B. Talse

5. Toimport a sound clip into a slide you (select all that apply):

A. Will' need an iPod or other music playing device to attach to your computer.

B.  Click the Sound button arrow on the Insert Ribbon, click Sound from File
from the menu and select the sound file you wish to insert.

C. Select Sound button on the Insert Ribbon and select the sound file you wish to
insert.

D. Click the Sounds button arrow on the Insert Ribbon, click Sound from Gallery
from the menu and select the sound file you wish to insert from the Clip
Gallery.

6. All sound files that you insert into your slides will play automatically when the slide is
displayed in Slide Show View.
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A. True
B. False

7.  How can you hide an imported sound’s icon so that it will not be displayed during
your presentation?
A.  Click the Hide During Show check box on the contextual Options Ribbon.
B. Click the object icon and then press the Delete key.
C. Click the object icon and click the Hide button on the contextual Sound

ribbon.
D. Right-click the object and select Hide from the pop-up menu.

8. Which type of movie file cannot be set to loop automatically?
A.  QuickTime
B. AVI
C. MOV
D. Animated Gif

9.  How can you specify looping options for an imported movie clip?

A. Click its icon, click the View tab on the Ribbon and then make your looping
selections.

B. Click its icon, click the Looping button on the Insert Ribbon and then make
your selections.

C. Click its icon and select your desired looping options on the contextual
Options Ribbon.

D. Right-click the movie, select Options from the contextual menu and then make
your selections.

10. Describe the steps to export a presentation to Microsoft Word.
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LAB 3 - ON YOUR OWN

1. Open the Lab3 exercise file from the PowerPoint 2007 — Level 2 > Lesson
Files folder.

2. Click on Slide 14 in the Slides Pane.

3. Insert the Excel chart from the Salaries.xls file located in the PowetrPoint
2007 — Level 2 > Lesson Files folder.

4, Click on Slide 7 in the Slides Pane.

5. Insert into Slide 7 the Microsoft Word document named Interview located in
the PowerPoint 2007 — Level 2 > Lesson Files foldet.

6. Click on Slide 1 in the Slides Pane.

7. Insertinto Slide 1 the sound file entitled “Bon Sonata in G Minor” from the
Lesson Files directory. Set the sound to play automatically when a new slide
is presented. Hide the sound icon so that it is not displayed during the slide
show.

8. Insert the movie file entitled City Life into Slide 1. Set the video to play when
the icon is clicked. Format the video clip to Loop until Stopped. Switch to
Slide Show view and observe Slide 1. Click the video clip to activate it.

9. Press the Esc key twice to exit Slide Show view.

10.  Save and close the presentation file.
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