2

Advanced PowerPoint

beyond the basics

Automated Side Shows and Hyperlinks

Have Y our Slide Show Play Through Repeatedly
Choose Side View or Side Sorter View.

Click on Side Show on the menu bar and choose Slide Trandtion.

In the Side Trangtion didog box, under Advance, check
Autometicaly.

Type in the number of seconds you want the dides to show.
Click on Apply to All.

Show the dide show.

Add aHyperllnk to aWeb Page
Digdlay the didein Side View.
Type some text decriptive of the link. (i.e. BCISD web page)
Sdect the descriptive text. (Thiswill become the link.)

Use Automatic
Timingsto
create timed
quizzes.

Click Insert on the menubar and choose Hyperlink or click on the Insert Hyperlink button

on thetool bar.

Under Link to File or URL.: type the address of the web page
(i.e. http:/AMww.remcl1.k12.mi.us/bcisd)

Click OK.

Add aHyperImk to Another Slide
Digplay the didein Side View.
Type some text descriptive of thelink. (i.e. dide 2)
Select the descriptive text.
Click Insert on the menubar and choose Hyperlink or click on the
Insert Hyperlink button on the tool bar.
Under Named location infile (optiond): click on Browse.
Choose the Slidettitle.
Click OK. Click OK again.
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Use Hyperlinksto
create presentations
that break out of
traditiond linear
order.
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Animation & Sound bells & whistles

Animation Effects
Use thistool bar to quickly create animation and sound effects.
Display the dide to which you want to add animation effects.
From the tool bar, click on the Animation Effects button and the Animation Effects tool
bar will appesar.
Select the text or object on the dide that you want an animation effect for.
Push the gppropriate effect button on the Animation Effects tool bar.
Run the Slide Show to view the animation.

Customize Animation
Control the order in which objects appear on each dide as well as the transition, speed, sound
effects or timing.

Digplay the dide you want to cusomize in Side View.

On the menu bar choose Side Show, then Custom Animation.

Make the necessary changes.

When finished, click on OK.

Add a Sound to a Slide Trangtion
Sdlect the dide or dides to which you want to add a trangtion sound
Click on Side Show on the menubar and choose Side Trangtion.
In the Slide Trangtion didog box, use the pull down menu under Sound to choose the
sound to play.
Click on Apply or Apply to All.

Insert a Button to Play Music from a CD
- Insert CD into the CD ROM drive.
Click on Insert on the menu bar and choose Movies and Sounds... Play CD Audio Track
Use the controls to set the track and time you want played.
Click on OK.
During the dide show, click on the CD icon and it will play the music until you advance
to another dide.
When editing the dide, double-dlick on the CD icon and it will play the music until you
click esawhere.
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Animation & Sound (cont.) bells & whistles

Have Music from a CD Play Continuoudy Throughout an Automatic Slide Show
v Follow the ingtructions to have your dide show play though repeatedly.

v Then follow the ingtructions to insart a button to play music from a CD.

v' Make sure the dide with the CD icon is displayed on the screen.

Click Side Show on the menu bar and choose Custom Animation.

Sdect the Timing tab. Click on Media#. (The number may vary.)

Under Start Animation, choose Animate, then Automaticaly. Leave the seconds at O.
Click on the Play Settings tab.

Besde “While Playing,” click on the Continue Slide Show radio button.

Change “ Stop Playing” to After [however many dides you have.

Click OK.

NOTE: Other objectsin the dide show should NOT be animated by mouse click. Also, trangition
sounds must be turned off.

Sound Applications: CD music to accompany presentations, play part of asong to use asan
example of an artist’ swork, narrate part of the presentation, record your own pronunciations of
new vocabulary words, any others?
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P resentat|0n Opt'O”S presenting somewhere else

Thesefeatures are only available on the PC version.

Pack And Go
Pack and Go is useful when your presentation will not fit on one disk and you need to transfer it
to another computer. When you have finished your presentation:
Click on File, choose Pack and Go.
The Pack and Go Wizard will appesar.
Follow the ingtructions on screen and click once on NEXT to go to the next ingtructions.
At the Links screen, you can add the linked files and/or the TrueType fonts.
= Linked files can be sounds, movies, graphs, or databases that are linked in your
presentation.
= TrueTypefonts are extrafonts that may not be on the other computer. If you used
fancy or nonstandard fonts, you should check this option.
Note: When deciding whether or not to add the viewer, consder this. If the other
computer does NOT have PowerPoint, you should include the viewer. If the other
computer doesn't have the same version of PowerPoint, you should include the viewer.
Y ou will need to have the Office CD to add the viewer.
At the end, click on Finish, and insert disks as requested.

When you get to the other computer:
Put in the disk.
Double click on My Computer.
Double click on 3%2 FHoppy.
Double click on the “Pngsetup.exe’ file and follow the ingtructions.

Presentation Conference
Presentation Conference alows you to give your presentation remotely. Y ou must be on the
phone with the other person and they must have PowerPoint on their computer.

The Presenter
- ClickonTools.
Choose Presentation Conference.
Follow theingructions in the wizard.
Y ou will have to get the name or IP address from the other people participating. Note that
you can save these namesto alig.
When you' re presenting, you'll see severd different tools you can use. Try them out!

The Audience
Click on Toaols.
Choose Presentation Conference.
Follow the indructions in the wizard.
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Tab|eS & WOFkSheetS organize information

Tables
Add aWord Table
- Click on Format on the menu bar and choose Slide Layout.

Choose the layout with a Table.

Click on OK. Insert Word Table

Click the Insert Word
Table button on the

Double-dick on the "Double-click to add table" placeholder.
tool bar.

Enter the number of columns and rows for the table.
Click OK.

Once the data has been entered into the table, click outside the I
table to desdlect it and accept the addition.

Edit the Table
Double-click on the table.

Make the necessary changes.
Click once outsde the table to desdlect it and accept the changes.

Worksheets
Add an Excel Worksheet
Push the Insert Excel Worksheet button on the tool bar.
- Click and drag to sdlect the size of the workshest.
Edit the workshest, as desired.
Click outside the table to desdlect it and accept the addition.

Edit the Workshegt
Double-click on the workshest.
Make the necessary changes.
Click once outside

Applications: Use tables to organize information for a presentation, show datistics, or report
stience data. Presentations with worksheets can be used to set up examples of mathematical
function or raionships.
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Cha

rts

a pie catches the eye

Charts

Chart

Insart a

Edit a Chart

Change

Choose Format then Slide Layoui.
Choose alayout with a Chart.
Click on OK.

Double dick on the "Double-click to add chart" placeholder.

Enter the data for the chart.
Click once outside the chart to desdlect it and accept the
additions.

Right-click on the chart.

Sdlect the menu item to edit the look of the chart.

Make the necessary changes.

Click outsde the chart to deselect it and accept the changes.

the data within the chart

Double-click on the chart.
Make the necessary changes.
Click outside the chart to desdlect it and accept the changes.

Insert Chart Button
Click the Insert Chart
button on the tool bar.

il

Applications. Use chartsto report data from science experiments, show the growth of United
States population since the beginning of Westward Expansion, show the relationship between
mathematical variables, and share it with a PowerPoint dide.
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