MICROSOFT POWERPOINT 2007

5.1 CREATING AND EDITING A PRESENTATION

P 268

As with any other MS Office 2007 application, all the instructions in MS PowerPoint 2007 are organised on tabs in
logical groups.
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FIRST ACQUAINTANCE WITH A POWERPOINT PRESENTATION

The different View-options are located on the View tab in the Presentation Views group:
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Presentation Views

The Notes Page Viewillows you to type notes that you can use during your presentation at the bottom of a slide,
or to view notes you have already added.
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CREATING A NEW PRESENTATION

Click on the Office Button, New.
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When we start PowerPointhis way it offers the following options:

Blank presentation (as before it creates a new presentation without allowing you
to choose a theme.)

Installed templates allows you to choose pre-designed templates to set up photo
albums etc

Installed themes give you a coordinated font and colour scheme for your
presentation.

New from existing loads one of your previous presentations.

Quite a few new options are available from Microsoft Office Online.

You can still easily arrange text and graphics in Office 2007. This is done by clicking on the Home tab and clicking
on the Layout button in the Slides group. This will display a menu with the different layout options. The slide
layouts are not arranged in different groups as before (Text Layouts, Content Layouts, Text and Content Layouts),

but offer the same variety.
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INSERTING A NEW SLIDE

Aslide is inserted in the presentation as follows:

< fome [ fmsem Been AN Home tab, Slides group, New Slide ¢ <Ctrl> <M>
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Create a new slide using the Title and Content layout.
XXbd

Add another slide ¢ use the Content with Caption layout.

VEDITING OR DELETING A SLIDE
Existing slides can still be edited by clicking on the element on the page that needs to be edited.
An existing slide can be deleted as follows:
Home tab, Delete (This deletes the current slide).
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CHANGING THE APPEARANCE OF SLIDES

CHARACTER FORMATTING AND ALIGNMENT A
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The command buttons to format font and set alignment can all be found B I U e 8 AV Aa'llé -
on the Home tab.
Font F}

Word Art styles and text boxes can be found on the Format tab.
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CHANGING THE BACKGROUND COLOUR OF THE SLIDE

The background of a slide can be changed by going to the Design tab, Background group, Background Styles and
selecting Format Background from the menu.

You can also change colours in the Themes group, Colors.
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|CHANGING THE LAYOUT OF A SLIDE
On the Home tab in the Slides group.
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PRINTING A PRESENTATION

9 Click on the Office button.
1  Click Print.

The print options stay the same as in the previous version.
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5.2 ADDING MULTIMEDIA

MAKING USE OF GRAPHICS

Any picture or graphics can be inserted by using the Insert tab and selecting the type of content you want to insert.
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ADDING SPECIAL EFFECTS

ANIMATING ELEMENTS ON A SLIDE

To add animation to any element, there is a special tab dedicated to animations.
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Click on the box next to Animate to select the animation effect you want. Here you can also activate the Custom
Animation task pane, which resembles the way we added animation in the PowerPoint 97.
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ADDING A TRANSITION EFFECT TO YOUR SLIDE
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The same tab as above can be used to select a slide transition. A very useful tool is the preview generated by just
moving the cursor over the transition button. This is a feature in all new Office 2007 software applications and
enables us to quickly make a decision on the selection of formatting.
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CHANGING THE APPEARANCE OF ALL THE SLIDES

SLIDE MASTERS
The appearance of all the slides can be changed as follows, using the Slide Master:

Choose View tab and go to Slide Master button in the Presentation Views group.
Click on the element that needs to be edited.

Change the font, colour, bullets, etc. as you would like them to appear.

Change the animation by using the Custom Animation.

Rename.
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INSERTING VIDEO AND SOUND

Sound and video can be added to a presentation as follows:
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Movie Sound
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Media Clips

Choose the Insert tab and select either the Movie or Sound button in the Media Clips group.
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5.3 INTERACTIVE PRESENTATIONS

[9¢Q{ b! +LD! ¢9H

| NAVIGATING DURING A SHOW
Same as before.
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USING ACTION BUTTONS TO NAVIGATE

R In PowerPoint 2007 there are no preset Action buttons, but instead a quick and easy way to

change any image or shape in to an action button.

There are Shapes that can be used (and programmed) as Action buttons. If you click Insert,
Shapes (in the lllustrations group) you will find these Shapes at the bottom. Insert such a Shape
and change it (or any other graphic) as follows into an Action button:

Hyperlink Action

Links

9 Insert, Action (in Links group).
9 Select either Mouse Click/Mouse Over option to determine how the button will be activated.
9 Specify the action.

Hyperlinks are created in the same way, by selecting the element and then clicking on the Hyperlink button.
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LIGHTS, CAMERA, ACTIONS!

HYPERLINKS
Insert Hyperlink ‘ M
Hyperlinks are created by
. R Link to: Text to display: | < <Selection in Document= >
going to Insert tab, Links
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group, and selecting the Existng Fie or | | Fret Side
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to indicate the result of clicking on the Hyperlink in the slide.

| USING A MENU
Create Hyperlinks to create a menu on the first slide to help you navigate the presentation.
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TYPES OF ACTIONS

Different actions exist that can be linked to an object, namely:

9 None
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9 Highlight click
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o [No Sound]
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