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Microsoft PowerPoint (Win) - New Presentation
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] “l{ Creating a new PowerPoint presentation from scratch
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To create a New Presentation from Scratch navigate to the PowerPoint
y @ application and open it. Start > Programs > Microsoft PowerPoint.
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Microsoft PowerPoint (Win) - New Presentation

When PowerPoint opens a blank document should appear on your screen.
However, if you wish to create a different presentation, click on the Blank
@ Presentation link.
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When you click on the Blank Presentation link, the Slide Layout screen will
@ open. Choose the type of layout you desire by clicking it once.

If you wish to apply the layout to a new slide, click on the arrow beside
the layout image, and choose Insert New Slide.
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Microsoft PowerPoint (Win) - New Presentation
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Microsoft PowerPoint (Win) - New Presentation

The new presentation will look something like this:

2 e

Click icon to add content

The gray box that appears on the slide is known as your Text Box. To type
@ within it, click inside the box to set the cursor and begin typing.
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Microsoft PowerPoint (Win) - New Presentation

To increase the size of the box, click on one of the little squares and drag.

For instructions to draw a completely new text box on a slide,

®M-

To add a new slide to your presentation click on the New Slide button.
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Microsoft PowerPoint (Win) - New Presentation

As you add slides to your presentation they will be indexed as thumbnails
when the slide tab is chosen in the column on the left.

ﬁ?

Cradiry J Frineeukcs for
=ik

Home

http://cel.colgate.edu/howto/powerpoint/pc/new-from-scratch.htm (6 of 6) [8/27/2003 1:35:51 PM]



Microsoft PowerPoint (Win) - New Presentation from MS Word

Colgate University

CEL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library
Home

o
Pru::aufth.lv.t'..%'r

Creating a New PowerPoint Presentation from a Word
file

r 4 When you insert a Word document, PowerPoint creates an outline structure

" based on heading styles in the document.
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« A Heading 1 in your source document becomes a slide title in
PowerPoint,

Ijl.'l i :

Learning'_ . a Heading 2 becomes the first level of body text on the slide,
- . a Heading 3 the second level of text on the slide, and so on.

Hnﬁi?\{n?f If the original document contains no heading styles, PowerPoint creates an
outline based on paragraphs. For example, for several lines of text styled as
Normal and broken by paragraphs, PowerPoint turns each paragraph into a
slide title.

(5 )
RE‘SDUITEES To create a new presentation from a Microsoft Word file click on the Insert
@ menu and choose Slides from Outline.
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Microsoft PowerPoint (Win) - New Presentation from MS Word
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Microsoft PowerPoint (Win) - New Presentation from MS Word

PowerPoint automatically converts the document into a slide format.
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Microsoft PowerPoint (Win) - Outline View
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Creating slides in the Outline View

The outline view shows just the text of your slides. You can edit your slides in
‘1 the Outline view without worrying about the formatting.

f
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Pedagﬂgyh Click the Normal View button. Click the Outline tab.
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‘ﬁ} If the width of the Left pane is not big enough, the tab only shows an
icon instead of the word "Outline"
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Microsoft PowerPoint (Win) - Outline View

Clicking on the slide icon in the Outline window displays the full slide in the

® right window.
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Bulle One
Bulet Two
Bulet Thrge
Bt Four

Bullet One
Bullet Two

Bullet Three

Bullet Four

You can type your text in the Outline pane and it will appear simultaneously

@ on the full-sized slide.

. Pressing the Enter key after a slide's title will insert a new slide on the
next line.

. If you want a bullet instead of a new slide, simply press the Tab key on
your keyboard.

. Pressing the Enter key after a bullet's text will insert a new bullet on
the next line.

. To demote a slide title to a bullet, press the Tab key

« To promote a bullet to a slide title, press Shift-Tab

Reordering Slides in the Outline Tab
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Microsoft PowerPoint (Win) - Outline View

To move slides to different positions within your presentation, click on the
Slide Icon to select the entire slide.

XL %

/ Outli

Drag and drop the selected slide at the new position.
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Move Bulleted Text

Point to the left of the bullet, until a crosshair appears. Then drag and drop
the bullet to its desired spot.
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] Choosing, Changing or Saving a Design Template
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PowerPoint provides a set of predesigned templates that use a set of co-colors
2 4 and fonts to give a professional look to your presentation.

\ ¥ A
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To apply a design to your presentation, choose New from the File menu.

Click on the From Design Template link.
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Microsoft PowerPoint (Win) - Design Template

The slide design pane shows you a list of available templates. Select the
@ design you want by clicking on it.
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You can also make the same template look different by changing the
color schemes. Click on the Color schemes link, and see your template take
a new look!

You can create your own design templates that can be applied to other
presentations. This gives your presentations a consistent look and style.

The following steps assume that you have a presentation saved to your
computer that is formatted the way you want it.

® On the File menu, click New.

In the New Presentation task pane, under New from existing presentation,
click Choose presentation, select the presentation you want, and then click
Create New. (This preserves your original presentation.)

Delete any text, slides, or design elements that you don't want to be part of
the new template, and apply any changes that you do want in the template.

@ On the File menu, click Save As.

@ In the File name box, type a name for your template.
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Microsoft PowerPoint (Win) - Design Template

In the Save as type box, click Design Template.
® Click Save.
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The Slide Master is used when one wishes to make changes to an entire
‘1 presentation.
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The Slide Master allows for various changes to be made.
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Microsoft PowerPoint (Win) - Master Slide

Click to edit Master title style

Title firea For Subol svouts

+ Click to edit Master text styles

— Second level
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» Fifth level
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Any changes that are made within the Slide Master will be applied to every

® slide in the presentation.
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el Choosing or Changing a Slide's Layout
Profiless

You can change the layout of any slide in your presentation at any
4 time. Here's how:

&
v
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F
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® From the Format menu, select Slide Layout.

Tools  Slide Show  Wirn

(=] slide Layout...

ans--'fn“

<«

@ The Slide Layout screen opens. Choose the type of layout you
desire by clicking it once.

3? If you wish to apply the layout to a new slide, click on the
arrow beside the layout image, and choose Insert New Slide.
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Microsoft PowerPoint (Win) - Slide Layout
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Microsoft PowerPoint (Win) - Insert Slides
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Inserting Slides from Another PowerPoint Presentation

From the Insert menu, select Slides From Files.
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Microsoft PowerPoint (Win) - Insert Slides

@ from which you want to insert the slides.

In the window that pops up, click Browse and select the presentation
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[ Manhattan Project, 1942

v Weep source For Insert all

}? Check the box next to Keep Source Formatting if you want to
retain the slide's original design.

Click the slide you want to insert. Control+Click each desired slide if you
® would like to select multiple slides.

Click Insert. You can also click Insert All to insert all the available slides

@
(5

Home

in that presentation.

Click Close.
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" Ul Adding Text Boxes to slides
Profiless

2 4 type the text directly on the slide in normal view. Text boxes are usually
\ ¥ A
Pedagogy”

o £%

Learning Draw + By | Autoshapes+ . & [ CY[E

Click on the Text Box button on the Drawing toolbar.

Draw a text box of the approximate size you want, and type in your text.

ang-’fu“

® ‘ﬁ} The text in the text box can be formatted by using the usual Microsoft

from the Format menu.

Resources
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Microsoft PowerPoint (Win) - Text Boxes

Slice Two ook

Bullet Two
Bullet Three
Bullet Four
Bullet One

You can resize the text box using the sizing handle.

The text box can be rotated by dragging the green rotation handle.
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Microsoft PowerPoint (Win) - Printing Slides

Colgate University

C EL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library

i

Printing Slides

Profiless
b - You can print all or some of your slides in the format you want using
: ‘1 PowerPoint. Depending on your printer, you can print in color,
L ¥ grayscale or Black and White. You can also print only the outline if you

L3
yr'- just want to verify the presentation's content.

Choose Print from the File menu.
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Microsoft PowerPoint (Win) - Printing Slides

@)

Select your Printer.
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Specify the Slides you want to print.

Select the number of copies you want.

W & @

Note:
must select Handouts.

[ Frint b

Select if you want to print the Slides, Outline, Handouts or Notes.

If you want to print multiple slides on one sheet of paper, you

Select if you want to print the slides in Color, Grayscale or Pure

Black and White.
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Microsoft PowerPoint (Win) - Printing Slides

Click OK.

@
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Microsoft PowerPoint (Win) - Viewing Slides

Colgate University

CEL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library

Viewing PowerPoint slides in different ways
Most of the time in PowerPoint, you will work in Normal View.

® Normal view is the main editing view, which you use to write
and design your presentation. The view has three working
areas: on the left, tabs that alternate between an outline of
your slide text (Outline tab) and your slides displayed as
thumbnails (Slides tab); on the right, the slide pane, which
displays a large view of the current slide; and on the bottom,
the notes pane.*

You can get to Normal Mode by clicking on the icon at the bottom of the
page.
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Microsoft PowerPoint (Win) - Viewing Slides

Two other modes are available for viewing your slides.

® Slide Sorter View:

Slide sorter view is a view of your slides in thumbnail form.
When you are finished creating and editing your presentation,
slide sorter gives you an overall picture of it — making it easy
to reorder, add, or delete slides and preview your transition
and animation effects.™

"'1||. ikl PoweiPaint - [Present stiond ]

O] e Edt Yew [reet Fomat Jook SigeShow Widow Hep Aokl
DEEER|ERY I RBT v o Ifgll mes -0, BFE B 0

1 i 4

To get to the Slide Sorter view, click on the Slide Sorter icon at the bottom
of the page.

dragging and dropping them into the desired position. To add new slides in
the Slide Sorter view, click here.

While in the slide sorter view, you can move slides around by
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Microsoft PowerPoint (Win) - Viewing Slides

Slide Show View

@ Slide show view takes up the full computer screen, like an
actual slide show presentation. In this full-screen view, you
see your presentation the way your audience will. You can
see how your graphics, timings, movies, animated elements,
and transition effects will look in the actual show.*

To get to the Slide Show view, click on the Slide Show icon at the bottom
of the page.

ﬁ} To get out of the Slide Show view, press the Esc key.
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Microsoft PowerPoint (Win) - Viewing Slides

* Microsoft PowerPoint Help

Home
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Profiles.
= - Inserting a slide in Normal View:
\ ﬁ’ -4
Pedago

Adding Slides

#__ In the Outline tab or the Slides tab, right-click on the slide after which
"4 ® you want to add a slide, and choose New Slide.

o &%

Learning

f Outline \{ Slides \H\ =

t || Slide One

Hms-fu“

2 Mew slide

Delete Slide

A Font...
Insert Tab

Resources

Collapse

Expand

e

Inserting a slide in Slide Sorter View
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Microsoft PowerPoint (Win) - Adding Slides

Right-Click on the slide that will precede your new slide, and choose New

® Slide.
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From the Slide Layout Pane:

To insert a particular style of slide, click on the arrow besides that style in
® the Slide Layout Pane and choose Insert New Slide.
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% 4 & Slide Layout -
Apply slide layout:
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Preview your presentation
Slide Show View

® Slide show view takes up the full computer screen, like an
actual slide show presentation. In this full-screen view, you
see your presentation the way your audience will. You can
. see how your graphics, timings, movies, animated elements,
m ,ﬂ' and transition effects will look in the actual show.*
A e
Learn!ng To get to the Slide Show view, click on the Slide Show icon at the bottom
] of the page or press the F5 key on your keyboard.

ans--'fn“

- " n - ‘
Resources oc
You don't see any toolbars or windows in the Slide Show view - just your

® slides!
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Microsoft PowerPoint (Win) - Preview Presentation

Slide Two

Bullet Two
Bullet Three

Bullet Four

Bullet One

ﬁ} To advance to the next slide, click on the screen or press the
Spacebar on your keyboard.

ﬁ}

To get out of the Slide Show view, press the Esc key.
* Microsoft PowerPoint Help

Home
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Notes and Handouts

Adding Notes

% ; E'd
Pedagogy”

® From the View menu select Notes Page.

Insert  Format  Tools
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=| Motes Page

& 4 Master 3
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w | TaskPane
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Resources
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Microsoft PowerPoint (Win) - Notes and Handouts

® Place your cursor over the notes box and begin typing.

Slide Two
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Any information that you add will not appear in the slide
presentation, but can be used to as a reminder of what you will say
during the actual presentation.

Adding Handouts
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Microsoft PowerPoint (Win) - Notes and Handouts

@ From the View menu select Master and then Handout Master.

Format Tools  Slide Show  Window H

Slide Sorter
Slide Show

o ColarjGrayscale

Toolbars 3

D Header and Fooker. ..

Looam, .,

<«

@ Insert the information that you wish to add to the handout.
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<header cdateftimes
Header frea Dake Area

Fooker Ares Murnber Area
cfaoters i

To choose the number of slides that you wish to appear on each
handout select one of the Show Positioning buttons on the
Handout toolbar.

Handout Master Yiew

| E| | Close Master View
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el “ Working with Images - Inserting Clip Art
Profiless

From the Insert menu, select Picture > Clipart.

L
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Microsoft PowerPoint (Win) - Clip Art

The Insert Clipart sidebar comes up. You can search for a specific kind
® of clipart you are looking for in the Search text box. Click Search.

@ & Insert Clip Art * X

search For

Search bexk:

Oth#yg Search Options

You can also choose what type of media you want your results to be
® from Advanced Options.

47 * Insert Clip Art v X

Search For

Search bext:

movie

Search Festare

Al media File bypes

=R media bypes
7 Clip art
-] Photagraphs
f- Movies
H-B Sounds
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Microsoft PowerPoint (Win) - Clip Art

A list of available clip arts comes up. To insert a clip art, click on it once,
@ and it will be inserted in your current slide.

4 * Insert Clip Art v X

Resulks:

}? If you'd like to search for a different clipart, click on Modify and go
to Step 2.
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Microsoft PowerPoint (Win) - Clip Art

To move the image, move your cursor over it until it changes into a
@ crosshair, then click and drag it to the desired position.

Use the sizing handle to resize the image.
To resize the image without altering the proportion, hold down the shift

key when clicking and dragging the corner handles.

The image can be rotated by using the green rotation handle.

You can perform more operations on the image using the Picture

@
toolbar.

To delete the Clipart from your slide, click on the Clipart once to select it
and press the Delete key on your keyboard.
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Microsoft PowerPoint (Win) - Images from External Files
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Working with Images - Inserting Images from file

From the Insert menu, select Picture = Image from File...
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Microsoft PowerPoint (Win) - Images from External Files

Browse to your image file and select it. Click Insert.

Insert Picture

Looki: [ by Picures ] -0 @ K - Tooks

Favorkes

=
ﬁé File name: | j

My Metwark

Places Files of Eype: I.ﬁ! Fittures {*.g‘nf;"‘.mf;*.jpg;*.jpeg;*.jfif;"-te;*.pnu;'j Cancel

To move the image, move your cursor over it until it changes into a
® crosshair, then click and drag it to the desired position.
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Microsoft PowerPoint (Win) - Images from External Files

Use the sizing handle to resize the image.

To resize the image without altering the proportion, hold down the shift
key when clicking and dragging the corner handles.

The image can be rotated by using the green rotation handle.

You can perform more operations on the image using the Picture toolbar.

To delete the image from your slide, click on the image once to select it
and press the Delete key on your keyboard.
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Microsoft PowerPoint (Win) - Animating Slide Transitions
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e Ul Animating Slide Transitions
Profiless

Slide transitions are a very effective way to make your presentation
; 4 look visually appealing. But they are probably the last thing to worry
X ¥ about, and your content should be of utmost importance.

7.
Pedagogy”

Learning

@ From the Slide Show menu, select Slide Transition.

Window  Help &
FS

ans--'fn“

slide Transition. ..

Resources

Select the slides you want to apply the transition to. Ctr+Click for
selecting multiple slides.
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Microsoft PowerPoint (Win) - Animating Slide Transitions

/ Dutline / Slides ", X

i

K eR|[K<

@ Select a Transition from the Slide Transition pane.
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Microsoft PowerPoint (Win) - Animating Slide Transitions

< % Slide Transition * X
Appl

Mo Transition

to selected slides:

Blinds Horizonkal
Blinds Yertical

Box In

Biox Ouk
Checkerboard Across
Checkerboard Down
Comb Horizonkal
Comb Yerkical
Caver Down

Cover Left

Cover Right

Cover Up

Caover Left-Down

Modify transition

Sloww
[Mo Sound]

Advance slide 6
¥ on mouse click

[T automatically after

Apply to all Slides

@ You can modify the transition speed and sound effects.

Choose how you want to move on to the next slide. You can do so
by a mouse click, or by specifying the exact time for the slide to
change automatically.
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Microsoft PowerPoint (Win) - Animating Slide Transitions

@ You can apply the transition to all the slides in the presentation or
just to the selected slides.

® You can preview the transition real time along with audio effects.

s

Click on the Slide Show button to preview the Slide Show.

The AutoPreview box should be checked.

Home
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. J
Profiless
b - ® From the Slide Show menu, select the Animation Schemes option.
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Simple Text and Object Animation
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@- fnimation Schemes., ..

H D"J$"'!f.ﬂ3 f E:_.;.@ i_uskom Animation. ..
[z¢ Slide Transition...

I ¥ |

RESEUﬂ&bS ® A toolbar will appear with many choices for how text and objects
can appear on your slides.
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Microsoft PowerPoint (Win) - Simple Animation

Apply to selected slides:

Mo Aninmation e

Mo Anirnation
Subtle
Appear

fppear and dim
Fade in all

Fade in one by one
Fade in and dim
Faded wipe

Faded zoom

Brush on underline —
Dissolve in

Flash bulb
Highlights

Random bars

Wipe

Moderate
Ascend

Descend

_ompress o

Apply to &l Slides

e | | B slide show

F AuboPreview

The best way to determine what looks good for your specific
situation is to "PLAY" or experiment.

Select an Animation Scheme and either apply it to the selected
slides or to all slides.

@ Preview the results by clicking on the Slide Show button.
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Profiles.

b - ® Select the Custom Animation option from the Slide Show menu.
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% —uskom Anirmation, ..

[=¢ Slide Transition. ..
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¥ ] . - . .
- Click on the text or the object that you want to animate and click
RE‘SDUITCES ® the Add Effect button in the Custom Animation frame

44 % Custom Animation b

&' Add Effect

H Remove
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Microsoft PowerPoint (Win) - Advanced Animation

A sub-menu will appear next to the Add Effect button allowing you
to choose how the text or object will:

« Enter the slide
« Exit the slide
« Emphasized

« Motion Paths for entrance or exit

= add Effect - % Remaw

Entrance

Exit b

Sk
ﬁ Emphasis 2
Ty

Motion Paths

Now you must specify how the animation will be initiated. Click on
the small number that is in front of the text or object.

.f' e e,

* Bullet One

—_
T

* Bullet Three

2/

_+ Bullet Two
2 7

> —5ub Bullet One
2/

> —Sub Bullet Two
3
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Microsoft PowerPoint (Win) - Advanced Animation

In the Custom Animation frame, click the small arrow next to the
text or object name and select the desired animation options.

18 & Bullet Cne

Ty Start After Previous

Effect Cptions...

Timirg. ..
Shaw Advanced Timeline

Eemove

@ The animation sequence can be rearranged by clicking and dragging
an animation to a new position in the Custom Animation frame.

1+f  Z¥ Bullet One
]“ar & Bullet Two E
| & Sub Bullet One
% Sub Bullet Two

38 i Bull%lz Three

»
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Recording Narration to a Slide Presentation

@ From the Slide Show menu, select the Record Narration option.

E.‘I i :

Learning
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Record Marration. ..

2nline Broadcast 2

(5%  &nimation Schemes. ..

f;ﬁ Custom Animation. .,

(=4

slide Transition. ..

Resources
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To make sure that your microphone is correctly connected to your computer
and that PowerPoint is picking up the signal, click on the "Set Microphone
Level..." button.

Record Marration

—izurrenk recardirg quelity
Quakby:
Lusk use:

Free disk spad
Max recard ki

el

ek Microphone Level, .,

1 \I _l:;hange aaley..

—Tip
s Adjust quality setMEve desired sounc quality anc disk usage. Higher
% recording quality uses more disk spaze. Large narrations should Ee linked For betker
performance,

[™ Lirk narrations in: e,y Documentsh

Browsz, .,
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Microsoft PowerPoint (Win) - Recording Narration

@ If your microphone is working correctly, you will see green and red bars

fluctuating on the meter shown below. PowerPoint will calibrate the audio level
as you read the passage written in the window. It is very important to speak
as you will in your narration, as PowerPoint is adjusting the audio at this point.

If you see no colors fluctuating, your microphone is not correctly connected to
your computer. If this is the case, check the microphone's connection into the
back of the computer and then restart your computer.

Microphone Check 7| x|

This will make sure the microphone is working
and that the microphone's volume is appropriate.

Please read the following text inko wour microphione:

*T am using the microphone setup wizard, It is
checking ko see whether my microphone is plugged in
and waorking propery,”

(0] 4 Zancel

You can adjust the quality of the sound by clicking on the "Change Quality ..."
button and then selecting the attributes of your choice.

Sound Selection _- |
M ame:
[[untited] =] savess. | Aemove |
Eormat: FCH |
Attributes: 11.025 kHz, 8 Bit, Maona 10kbizec =
T Sr—
11.025 kHz, 8 Bit, Stereo 21 kbizec
11.025 kHz, 16 Bit, Mono 21 kb/zec
11.026 kHz, 16 Bit, Steren 43 kbizec
T BN [12.000 kHz. 8 Bit, Mano 11 kh/sec

For audio delivered over the internet you need to know how your audience will
be accessing your files. If by modem, you should keep the rate at 30kb/sec
or less. If by campus network, you can set the rate as high as 128Kb/sec.

To improve the sound quality without impacting the file size too much, choose
11,025 Hz, 16-bit, mono.
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Microsoft PowerPoint (Win) - Recording Narration

If your audience will be listening to your presentation in a large room over
speakers, choose 22,050 Hz, 16-bit, mono.

Avoid stereo settings as they double the file size without providing much better
quality.

@ As the tip in the window suggests, for longer narrations you should save the

audio files outside of the PowerPoint presentation and Link the two together.
This is easily accomplished by checking the "Link narrations in:" box as
shown below.

Tip

st Adjust quality setkings ko achieve desired sound quality and disk usage, Higher
@ recording quality uses more I:Iis;q:u_\ace.l_arge natrations should be linked For betker

performance.

ink. narrations in: P Deskn

5 )'l,narratin:un'l, Browse..,

6 To select where the audio files will be saved on your computer, click the
Browse button and specify the location.

® Click the OK button to initiate the sound recorder. Be prepared to begin
speaking as soon as you click the OK button!

Once you click the OK button, the title slide will appear on your screen and you
should begin speaking into the microphone. Press the keyboard spacebar or
click the mouse to advance to the next slide and continue with your narration.

G When you are finished with your narration, press the keyboard's ESC key to
stop the audio recorder. You will be prompted to save the narration.

9 If you make a mistake on a slide or two, it is no problem to go back to those

slides and re-record the narration. Instead of selecting the title slide, select
the slide that you want to edit the narration and follow steps one through eight
above.
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‘}? If you plan on moving the presentation to another computer, you MUST
bring the PowerPoint file and the audio files that you created. The easiest way
to accomplish this is to use the "Pack and Go" option from the File menu.

Edit  Wiew Inserk  Formak  Tools 5

Ckrl4-M s

Chrl+0

Chrl+5

Pack and Ga.,.

You will be prompted to include linked files, you should do so by checking this
option.

Pack and Go creates two files: a "name.exe" and a "name.ppz" file. Make sure
you place these files into a folder and transfer the folder to the new computer.
You can "unpack™" the presentation by opening the "name.exe" file on the other
computer.

Home
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Microsoft PowerPoint (Win) - Add Music to Slide

Colgate University

CEL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library

. | Adding Music to a Single Slide
Profiless

b - All or part of a music track from a CD can be played when a slide appears
- ‘1 on the screen or when you click the mouse.
h I’

A
PEdagﬂ y"‘ The tricky part is the first step of converting a CD track to a file type that
PowerPoint will recognize. The recommended file type for a music file to
be used in PowerPoint is ".wav"

Learningh To crea_te a .wav file from a CD tra_lc!< may require special software
depending on the format of the original music CD. At Colgate, both CEL

] and Media Services have a program called "Cleaner" which can convert

the CD's track to a .wav file. Make an appointment with either group to

assist you with this step.

ans-’fu“

Once you have the .wav music file on your computer, the rest of the
process is fairly straight forward.

» L
Resources
Open your PowerPoint presentation and go to the slide in which you want
to attach the music track.

® From the Insert menu, select Movies and Sounds>Sound from File...
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.EI PE

Format  Tools  Slide Show  Window  Help  Acrobat

B3%: i

Slide Mumber

Dake and Time...

Ficture

Movwie from Clip Organize

Movwie Ffrom File...

Sound From Clip Qrganizer. ..

Sound from File, ..

: Record Sound
‘ : . Z '

A window will appear allowing you to browse to the .wav music file that
you want to associate with the slide.

L

You will be asked whether you want the sound to play automatically when
the slide opens up, or if you would like start the music with a click of the

mouse.

An icon of a speaker will appear in the middle of your slide. Move the
icon to the desired location on the slide.

'134'3

oo
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@ That's it! Depending on your answer to the question in step four, the
music will either play automatically or when you click on the speaker icon.

To stop the music, click the mouse. You must click the mouse again to
advance to the next slide.

Home
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Microsoft PowerPoint (Win) - Add music to SlideShow

Colgate University

CEL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library

. | Adding Music to an Entire Slide Show
Profiless

b - All or part of a music track from a CD can be played for the duration
of a slide show.
ora"

A
PEdagﬂ y"‘ The tricky part is the first step of converting a CD track to a file type
that PowerPoint will recognize. The recommended file type for a
music file to be used in PowerPoint is ".wav"
o &% _ . .
Learningh To creajce a .wav file from a CD tra}ck may require special software
depending on the format of the original music CD. At Colgate, both

] CEL and Media Services have a program called "Cleaner" which can
convert the CD's track to a .wav file. Make an appointment with

either group to assist you with this step.
How-T o

Once you have the .wav music file on your computer, the rest of the
process is fairly straight forward.

Resources

Open your PowerPoint presentation and go to the title slide.

@ From the Insert menu, select Movies and Sounds>=Sound from
File...
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Microsoft PowerPoint (Win) - Add music to SlideShow

Format

Tools

Slide show  ‘Window  Help  Acrobat

o] MeEw
Slide Mumber

Dake and Time. ..

Picture

L

63% i

Mowie from Clip Organize

Movie from File. ..

Sound From Clip Qrganizer. ..

Sound from File. ..

A window will appear allowing you to browse to the .wav music file

Record Sound

¥

that you want to associate with the slide.

@ An icon of a speaker will appear in the middle of your slide. Move the

icon to the desired location on the slide.

%D

oD

With the speaker icon visible on the slide, select the Custom
Animation option from the Slide Show menu.
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Wind o

Help A
F& [

% _uskom Animation, ..

[z¢ Slide Transition...

I ¥ |

Click on the small arrow to the right of the .wav file's name and select
the Timing option.

You will see the .wav file listed in the Custom Animation window.

4 ¥ Custom Animation W

= Add Effect +| [®:. Remove

Modify: Play

Skart: [(D AFter Previous i
Property: Speed:

Show Advanced Timeline

Eemove
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As indicated in the image below, in the Timing menu, select "After
Previous" for the Start option, with a delay of O seconds.

Play Sound ::E::: ilil

Effect  Timing |

Skart: (L After Previous -
Delay: seconds
Speed:

Repeat: I {none)

=l

[~ Rewind when done plaving

Triggers « |

Click the Effect tab to display the effect menu.

In order to have the music play during the entire presentation, in the
"Stop Playing" options, indicate the number of slides in your
presentation. As long as the music track's duration is long enough to
cover the duration of the slide show, the music will end after the slide
that you indicate.
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Play Sound : el by

Effect | Tirning |

Start plaving
' From beginning

& From last position

| " From kime: I 3: seconds

Stop plaving
o click
" After current slide

o After: | = siides

Sound settings

Sound volurme: ‘:B |

[ Hide while nat plaving
File: ... \DeskkopiTrackl a.way

Enhancements

Sound: [Mo Sound]

afker animation:  |Don't Dim

animake texk

Click the OK button.

9 Preview your slide show to check that the desired result has been
achieved.

Home
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Colgate University

CEL

Collaboration for

‘ Enhanced Learnineg

CEL Home About CEL Search CEL ITS Home Library

el Creating Hyperlinks on a Slide
Profiless that Opens a Web Page or Another Document

\ o 4

N7l
Pedagogy"
Select the text or image you want to convert to hyperlink. From the Insert
menu choose Hyperlink.

o &%

Learning

You can make text or an image into a hyperlink that connects to a
webpage or another document.

Inserk

Format  Tools  Slide

Mew Slide iZkrl4-r

lide Mumber

Hms--’fu“

Resources

[

E:_:. Hyperlink. .. Chrl4HK
W
W

F
i
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When the Insert Hyperlink table opens choose either a document you
want to link to, or type in the name of a webpage.

Click OK.

B 2

Text to display: |-=:-:Sr:!en:tmn in Documenk = ScreenTip...
Look in: I:_l My Documents ﬂ | ﬁj =
] Adobe Bookmark...
CFL;LEET =] My Pictures
@] My Webs

Browsed

Pages

Fecent

Files
Address: hkEp: v neytimes . com)f -
Cancel |
Home

http://cel.colgate.edu/howto/powerpoint/pc/create-hyperlinks.htm (2 of 2) [8/27/2003 1:36:10 PM]



Microsoft PowerPoint (Win) - Photo Album

Colgate University

CEL

Collaboration for

el Enhanced Learning

CEL Home About CEL Search CEL ITS Home Library

-
Profiless
= - ® On the Insert menu, point to Picture, and then click New Photo Album.

| & ; .4
Pedagagy”

Create a Presentation from a Folder of Images

il =T

Format Tools  Slide Show  Window  Help  Acrobat

¥ ° Arial
-

)| '-M

™ il

Learning

Slide Murnber

Dake and Tj

Picture

[y —

Seu Diagrarm...

H Dﬁifﬁ'ﬁ ¢ Texk Box el
Movies and Sounds — »
Wl chart... so=  Organization Chart
Re SEUFébs ] Table... (4 AutoShapes
% .4[ Wordart, .

£«

In the Photo Album dialog box, click on the File/Disk button to browse to your image
folder. Select one or many images to place into your presentation.
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Photo Album

dd

Album Content

Insert picture From: Pictures in alburn:

Presviewm:

ScannetCamera. . .

Insert kexk:

Mew Texk Box

Picture Options:
™ Captions below ALL pictures

™ALL pictures black and white

]|

Hemoye

Mo preview is available For Ehis
seleckion

iz|a] otla] o«

alburn Lasyauk

Ficture |ayout IFit ko slide

o

Frame shape; IREEtangIe

Lesign Eemplake; I

Browse. .,

k4

Create Cancel

Shift-click image files to select many images at one
their names will appear in the window as follows:

Pictures in album:

time. After you select the images,

45
49
=0
al
a2
53
=4
a5
56
57
o

POO0Z182, IPG
POOC0Z1535, PG
Po0O0Z184,IPG
POO0Z185, PG
POOCOZ186, PG
Po0O0Z2187.IPG
POOOZ188, PG
POOCOZ189,IPG
POO0Z190,IPG
POOOZ191,IPG
POO0Z192, JPG

[

@ Select the number of images that you want to appear on one slide.

alburn Lawouk
Picture layout:
Frame shape:

Design template;

Fit ko slide

Fit ka slide

i1 pickur
2 pictures
4 pictures

1 picture with Litle
2 pickures wikh kitle

(=]
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@ Select the frame style

alburn Layauk
Picture layout:

Frame shape:

Design kemplake:

I 1 picture

Rectangle

Rectangle

Rounded Rectanile

Creal
Corner Tabs

(5

to use, and then click Select.

All Pictures” option

® Click Create.

Square Tabs

If you want to select a design template to use for your photo album, click Browse, and
then in the Choose Design Template dialog box, locate the design template you want

If you would like the file names to appear under the picture, click the "Capture Below

Capkions below ALL pickures

aLL pictures black and white

A new presentation will be created. Save it to complete the process.

Home
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Colgate University

CEL
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. | Creating a Poster
Profile
sl Steps on how to create a poster, custom sized using Microsoft

e Powerpoint

7.
PEdagﬂgT Start Powerpoint by clicking on the [Start] button. Click
on the Powerpoint icon listed under either the "Program"

0 ﬂ: menu or "Office" program group.
Learning

CFfice %P B| Microsoft Access
% Microsoft Excel
Microsaft Cutlook

H ::w5 -"fu* f

Programs Microsoft PowerPoink h

Docurents
crosoft FrontPage

Resources Settings

Search

Help

Create a New Blank Presentation using the Blank Slide
Layout option from the New options group.
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4 & Mew Presentation i 8

Open a presentation
Postcard Scans,ppk
Cominican Republic Slideshaw. ppk
Cwtline. ppk
Phato Alburm, ppk

ﬁr More presentations. ..

Mew
[ Blank Presentation

General TermpP

Select the Blank slide layout option from the Content
Layouts option group.
<2 % Slide Layout T

Content Layouk
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Defiine the page layout by selecting Page Setup from the
File menu.

Yierw  Insert  Format  Tools

N Ckrl+M
E [ Open [+
—- Close
oul
L Save
1
Save s

% Save as Web

B Search...

Pack and Ggf,.

From the Page Setup dialogue box, use the down-arrow
on Slides Sized for option and scroll down to the bottom of
the list and select Custom.

Page Setup . il A
Slides sized for: —Qrigntation Ok

on-screen Show j —5lides

A4 Paper (210x297 mm) = Portrait

E4 (150 Paper (Z50:353 mm) A o

BS (1500 Paper (176x250 mm) * Landscs

35 Slides

Oreerhead —Motes, handouks 2

Set the width and the height in inches. Click [OK] to
save the page setup and then use the standard Powerpoint
tools to create a poster.
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Page Setup '§;§;; 2=l
Slides sized for: (8] 4
width: i cancel

42 3: Inches
Height: [%
36 3: Inches

Home
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PowerPoint Sample Presentations

PowerPoint Sample Presentations

. Stanford Law Professor's Presentation on Copyright
http://randomfoo.net/oscon/2002/lessig/free.html

« Formal Presentations
Conference

Presentation re IT Planning
Presentation to Trustees re Vision for Building Project
Presentation to Trustees re Building Project Justification

« Template and Transition Use

« Animations

Simple
Advanced

« Kiosk Type Presentation on Ocean Creatures

« Presentation with Music
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