Interactive PowerPoint 2003

This workshop will cover the means by which you can put more interactivity into a PowerPoint presenta-
tion, providing more choices in selecting the topics of interest rather than running a slide show in a linear
fashion.

The first slide can be a visually appealing title page that can set the tone for the subject matter. The next
slide can be similar to a Web “Home Page” which can contain menu items that lead to other slide groups
that further develop the particular subject of that menu.

Diagram your interactive presentation in advance
Draw a diagram to help organize the flow of information. A possible suggestion is as follows:
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Identify yourself and/or your
presentation subject
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Contents of an ““Agenda Slide” Agenda Slide
At the right, see an example of an Acenpa slide. Each of + Expand slide
these Acenpa items will be linked to other CoNTENT « Line up objects using Guides
slides that will further explain each item on the agenda. * Nudge objects
An agenda configuration is often used in a workshop, * Align or distribute objects

« Attach objects exactly
+ Use Slide Master for consistency
+ Create your own template

class, or training session in which a single subject is
presented. In the example at the right, tips for design-
ing a PowerPoint presentation are presented, and the
agenda slide lists all the tips that will be explained. At
the end of this PowerPoINT presentation, a QUESTIONS
slide will be created with links to the slides for review.

+ Reduce fext margins
= Use font with larger x-helght
= Align text at a decimal point




Contentslides

The title of the first content slide should be the same as the first item on your Acenpa SLiDe page. In some
instances, there may be only one or two content slides, and in other cases, there may be more.

Creating an Agenda Slide

Create your slides first

Create all your slides before you create an agenda
slide. Your slides should be in the order in which
you want to present them and as they will be
listed on your agenda. If you want to insert or
rearrange slides, then use the slide sorter view. Do
not create the agenda slide. That will be done
automatically. Save the slide show.

Create an Agenda Slide

1. Make NormAL view your current view.

2. Be sure the OuTLINE toolbar is in view. (See the
OutLINE toolbar shown here positioned verti-
cally at the left of the slide text.)

3. Select (highlight) all the slides, the titles of
which you want to appear on your agenda.

4. Click on the Summary icon (second from the
bottom icon on the OuTLINE toolbar).

5. Aslide is automatically created with the name
Summary. Change the name to Agenda.

6. Move slide to the beginning of the presentation
or just below the main title slide of the presen-
tation if necessary.

7. Hyperlink each of the names on the Agenda
slide to the slide with that title:

a  Highlight the first name on the Agenda
slide.

b.  Right-click the highlighted name and see
the context menu.

c.  Click on the HyperLINk cOmmand. Alter-
nately, you can click on the HyperLINK icon
on the standard toolbar. @
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d.  Ahyperlink dialog appears. Along the left side, click on the PLace In THis DocuMENT square.
e.  Alist of all the slides in the PowerPoint file appear.
f. Click on the slide name to which you want to link, and click OK.

8. Link all the names on the Agenda slide that you want to link to other slides, as provided in instructions
7athrough 7f.

9. When you have finished linking the items on the Agenda slide, save the slide show, and then go
through the linked slides and place on them a return action button, so that you can click that button to
return to the last slide viewed.

Action buttons

On the SLibe SHow menu, see the AcTion Buttons command which opens a & view Show F5
menu of buttons from which to choose. The action button at the lower left of Set Up Show, ..

the group of buttons is the ReTurn button. It returns the user, when clicked,

. . . .. . Action Buttons 3
to the last slide viewed. It is very handy and used often in interactive presen- | _' |
tations. On the first slide on which you want to insert a ReTurn button, do as fiction Sektings...
follows: %| Animation Schemes. ..
1. Click on the Stibe SHow menu and then click on the AcTion BuTToNs | Custom Animation. ..

command.

| Slide Transition...
2. Select the ReTurn button (see it highlighted in the screen picture). A Sle Transition

3. Your cursor turns into a cross which you drag diagonally to insert the

button on the slide. If you do not like the size you have drawn, you can modify it by ]
dragging on one of the handles, just as you would any inserted graphic.

4. When you have finished drawing the button, the AcTtion SETTiNGs dialog appears. You =] [] =]
then see the various settings you can use with any of the buttons. In this case, the Last

Suipe VieweD is the default for this button, and since that is what you want, click the
OK button. @
5. Continue to insert a ReTurn button on each slide that needs one.

Insert a hyperlink to aWeb site

1. Save your PowerPoint file.
2. Highlight the text or object that tells the user to go to the identified Web site.
3. Either right-click on highlighted text or click on the HyperLINK icON.




4. The InserT HypeRLINK dialog appears.
5. In the text box under the heading, “Type the file or Web page name:” type the entire URL (starting

with http://).
6. Click OK.

Set a color for the hyperlinks and followed hyperlinks

When you click on a hyperlink, the color should change so that the user can see what links have been
followed. You may look at Web sites to see what others have done that you like, and then you can set up
your hyperlinks with similar colors. You can also, if you wish, set different colors for the hyperlinked text
to further identify which text is a hyperlink, in addition to setting a different color for the followed items.

1. Pull down the View menu and choose the MasTeErR
command, then the SLipe MasTer command.
2. On the FormaT menu, choose the Stioe Desien com- |

mand.

3. The Suipe Desien Task pane displays. At the bottom of
this pane, click on the underlined link EbiT CoLor

SCHEMES.

4. On the Custom tab, see the colors you

can change for the Accent
AND HYPERLINK and the
ACCENT AND FOLLOWED
HYPERLINK.

5. Click in the color box of
the item you want to
change and click on the
CHaNcE CoLor button.

6. Choose the new color you
want, and then click AppLy.

7. Make any other changes
you want, and then when
finished, click the AppLy
button.

8. Exit the MAsTER view.

9. Run your PowerPoint
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presentation and test all your settings.

Create a new presentation using a “Home Page” slide show

1. Open a partially finished PowerPoint presentation that has been given to you. The title slide is first.
2. The second slide is an example of a “Howme Pace” slide, which is designed around a menu of subjects to
which users can link. On this Howme slide, the menu items have been typed in a text box.

Create an “Agenda” type slide for the first menu item

1. Make sure all your slides are finished, and that your presentation has been saved.
2. Move to NormAL view and make sure the OuTLINE toolbar is in view.
3. Highlight (select) all the slides that relate to the first menu item.

4. Click on the Summary icon on the OuTLINE toolbar.

5. Aslide is automatically created with the name Summary.
6. Change the name Summary to the name of your first subject item on your menu slide.




7. Move this slide, and all the slides relating to it, if necessary, so that they are positioned after the Home
slide (the one with the menu items).

Link first menu item

1. Move to your Home Page slide and create the first menu item link. D
2. You can use the Action button that has no text or logo on it (top left button) and draw
an invisible selection line around the existing menu item text.

3. You will see a dialog as pictured at the right. On the Mousk Click tab, select HYPERLINK
1o and then in the box, click on Stipe.

4. You will see a list of slides. Click on the slide Mause Click. | Mouse Over |

to which you want this menu item linked. Action on click
5. You may wish to proceed linearly through the Flone:

slides dealing with the'first menu item. O Hyperlink to:
6. At the end of that section, you may wish to |

create a “Review” slide that lists the previous Or .

slides with links to them for review. |—"'r' pragram:

Browse. ..

Link second menu item Run macro:
1. Make sure that your presentation is saved. | |
2. Move to NormaL view and have the OuTLINE ST e T

toolbar in view. | |
3. Highlight (select) all the slides that relate to

thg second menu item: ] Play sound;
4. Click on the SummaRry icon on the OuTLINE | |

toolbar. Highlight: click
5. Aslide is automatically created with the name TR

Summary, which you will replace with the

name of your second menu item. ok | [ cancel |
6. Move this slide, if necessary, so that it is the

slide immediately following the Review

Slide kitle:
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7. Link the second menu item as previously 3. Use Slide Master For consistency
instructed 4, Create your own kemplate
! . 5. Expand slide Interan dve PowsrPolnt
8. At the end of the second group of slides, €. Create an automatic shde st~ | | ~
“ ol 7. Create Questions slide
Create a "Review S.Ilde' . 8. Use Font with larger x-height ——
9. Proceed to hyperlink all the slide names on  |q, ajign text at a decimal point Lo
this SusiecT Two review slide. 10. Reduce text margins 4

Use the “Home”” Action button on each of the “Review”’ slides

When you have a Howme page (slide), you want to provide an easy way for the user to return to that slide
from the end of a related group of slides. Place an AcTion button with the graphic of a home on it on
each of the Review slides, and then link each one to the Home (menu) slide.

1. On aReview slide, click on the Stipe SHow menu and then the Action Buttons command.

2. Select the Howme button.

3. When using an AcTioN button, you may or may not see the lines and/or graphic of the button dis-
played after you draw it on the slide. If that occurs, click on the LiNne CoLor icon on the Draw toolbar,
with the color set to black or to a color of your choice.



See depicted below, a screen picture of the Draw toolbar
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Finish the “Home Page”™

Go to the Home Pace and create the last menu item using the blank AcTion button, following the same
procedure as above. Save your presentation, and run it to test that all your links work.

Note: If you use the blank AcTion button on a menu item, and if you see the rectangle you drew in color
or with a border, and you wanted it to be transparent, then with the rectangle selected, use the Line CoLor
icon and FiL. CoLor icon on the Draw toolbar to get rid of any fill color or lines.
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