Microsoft PowerPoint 2004 Basics

There are several ways to create a presentation. In this guide you will be instructed to create a PowerPoint
2004 presentation starting with a Word outline (an outline that has been created in Word in outline view).

Create the Presentation:

Start PowerPoint:

1. Start Microsoft PowerPoint 2004 for Macintosh (by clicking on the P icon in the Dock) and the Project
GALLERY displays.

2. The PowerPoint presentation picture is highlighted. In the left panel, see under Groups that BLank
DocuMeNTs is selected.

4. Click the Orex button.

5. PowerPoint is now running.

Open theWord outline
1. Pull down the FiLE menu and choose the OreN command.
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Enable: " All Outlines -4
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2. In the Oren dialog, click the arrow at the right of the ENaBLE box and choose ALl OUTLINES. See a screen
picture of the Open dialog showing this selection.

Find the Word outline file that has been provided entitled Designing Effective Presentations.

4. Double-click the file to open it.

»



5. A prompt displays informing the user that
The document was created with Word and The document "Designing Effective
asks whether to open it in PowerPoint. c@ :::: ::a; :’::}‘:?: IP::Z fpr:? :fiﬁ::nf: ﬁ’._.,?:?wu
6. Click the OreN IN PowERPOINT button.
7. The outline is opened in PowerPoint. (Cancel ) ( LaunchWord | (E@peninPowerPoint)
8. Use the Save As command on the FiLE menu

to name the new PowerPoint presentation with a name of your choosing in a location of your choosing.
9. The new PowerPoint presentation is opened in NorMAL VIEw. See below a screen picture of the new
PowerPoint presentation in NORMAL VIEW.

(806 "~ Designing Effective Presentations.ppt
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* Write ouiline in advance
= Use effective visuals
= Visuals can add interest
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= Tile reads like a headline
» Grabs attention
* |z informative and dynamic ' [
» Subheadings stick to point
= Highlight key words
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PowerPoint provides you with the following views: NormAL, SLIDE,
SLIDE SORTER, NOTES PAGE, and SLIDE sHOw. The first three com- v Normal
mands on the ViEw menu, beginning at the top, are: NORMAL, Slide
SLIDE, and SLIDE SORTER. There are five View icons at the bottom left Slide Sorter
of the screen, and they are, from left to right, NormaL, OUTLINE,
SLIDE, SLIDE SORTER, and SLIDE SHOwW. Notes FEQ'E:
) Presenter Tools
You can use the menu command or the view icons to move from :
one view to another. See the menu [E = [T == Slide Show
. . . — DD
items and the icons pictured here.
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NormalView

In NorwmAL view you can work with an outline, work on the slide, and add SpeakEr's NOTEs. In this view, the
slide is shown in the upper part of the right window, the speaker notes in the bottom of the right window,

and the outline at the left.

Slide SorterView

You see a miniature of each slide, complete with graphics and text. Working in
SLIDE SORTER view helps you see several of your slides at once and view how your
presentation flows. You can reorder slides (drag them to a different position

with the mouse).

Slide ShowView

You see your slides as an electronic presentation on your computer. Each slide
fills the screen, and you can see the effect of any transitions, timing, and anima-
tion effects. If you have not set automatic timing, you click the mouse button or
press the Space Bar to advance the slides manually. This is preferable to control
the advance of your slides if you are speaking.

m Tools  5Slide Show

Pick a Design ForYour Slides

Follow these steps:

1. Use NORMAL view.

2. Click on the Formar menu.

2. Click on (select) the SLIDE DEsIGN
command.

3. See the CHOOSE A SLIDE DESIGN
dialog, pictured at the right. Click
to select one of the designs listed in
the right window. As you click on
each design file, you see a thumb-
nail in the center window. Con-
tinue to click on a design until you
see what you like.

4. When you have selected a design
you like, click the AppLy button.
Note: At any time, you can go back
and select another design if you so
choose until you are ready to give
the presentation.

Font... =T
Bullets and Numbering...
Alignment »
Line Spacing...
Change Case...
Replace Fonts...
Slide Layout...
Slide Color Scheme...
Slide Background...
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) Apply to all slides
" Apply to the current slide
New Folder { Cancel ) Apply

Choose aTitle Slide Layout

1. Ifyou are not at the first slide, move to that slide by clicking on the small slide icon at the left of the first
line of the outline of the first slide in NORMAL view.
2. Click on the Formar menu and click on (select) the StipE Lavoutr command. The Stipe Lavout dialog

displays.

S

Click to select the slide layout for your title slide, and then click the Appry button.

4. The default slide layout (the layout that appears if you don't choose another one) is the BULLETED LINES
layout. If all the rest of your slides have bulleted lines, you will not have to choose any other slide layout.
5. Look at the rest of the thumbnail illustrations of slide layouts.
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6. Select any other slide layout you may want for a particular slide, and click Appry.

7. Seeascreen picture of the

SuipE Lavout dialog shown at Slide Layout
the right.
Change the slide layout to:

Add a graphic object to the "

title slide

1. With the title slide current, "y — o -
pull down the INSERT menu. — el v o oo

2. Clickthe PICTURE command. Title Slide Bulleted List 2 Column Text Table

3. On the submenu, choose the
Crp ArRT command.

5. The Cuip GaLLERY displays.

6. Along the left side of the Crip — - g
GALLERY, you see the names of — JL l!L — = = . !!h_
categories that describe certain — —| = 3
categories of clip art. Text& Chart  Chat&Text  Organization Chart

7. Click on the DowN ARROW On Chan
the SCROLL BAR to view more
pictures.

8. Click on a clip art illustration
you like and click on the INSERT
button to place it on your S 2N - !
slide. Text & Clip Art Clip Art & Text Title Cinly Blank

9. To move the clip art around
on your slide, click in the

F s
center of the art and drag it [ [—] | pre— ] | e—]
around. p
. . ) .E—m_;
10. To increase or decrease the size \_Cancel
of the clip art, click on the
corner handles untilyouseea rmsaaH Clip Gallery
diagonal arrow and drag Clip Gallery
toward the center of the art to _ S .
make it smaller or drag away Category @, Search: | Type one or mare words..
to make it larger_ Search Results CHps 1 - 13 of 13 In Academic
11. When you first insert the clip P
tice the F P Last & Found
art, notice the FOormAT PIcTURE T —
toolbar that appears with Arimals
features to format the picture. Buildings
Business
Communications
Emaotions
Emtertainment
D Food & Dining
B Formart Picture... | |@ Gestures
[Luiiiili]
Covernment i geography librarian A

Healthcare & Medicing «» v

@Eﬁ'ﬂfts... | | E = ) _ => _
[_Categories... Show:  All Pictures i+ ([ Properties... _| Preview

M - CFF C!} _j-i:- :"-i& 9] ( import.. ) ( Online.. ) ( Close ) ([ Insert |

cture

Page 4



Move from slide to slide

When in NormAL VIEW, you can move from slide to slide by clicking on a small slide icon at the left of the

outline. Notice the slide number at the left of each slide icon. In SLDE ViEw, you would use the up and down
arrows on the scroll bar on the right side of the window. When in SLipE SOrTER VIEW, you have most or all of

the slides in view, and they are numbered. You can click to select the slide you want.

As you move from slide to slide, you see the slide number, as well as the total number of slides noted on the
right of the status bar at the bottom right of your screen.

Add slide transitions to a Slide Show

BN

[SAN

10.

Set Slide Show Timings

You may want to set other options in the
SLIDE TraNsITION dialog box, such as timings
and sound attached to transitions, if you are
setting up a self-running slide show on a
kiosk. You could not then manually move
through a slide show. You would set the
number of seconds some or all the slides will
advance automatically. You can use the

Pull down the StipE SHOw menu.

Click the StipE TRANSITION command.

See the SuipE TransiTION dialog. (A screen picture is lower right.)
Click the Errect box and select the transition you want for all your
slides, except perhaps the first one.

Select Srow for a slow transition, or another speed if you wish.
You should not use any sound for a presentation. It detracts from
your lecture.

You should select ON Mousk Crick to advance the slide.

To apply the transition to all of the slides in the presentation, click
APPLY TO ALL.

If you want to have a different transition for the TITLE SLIDE, select
that slide, and repeat the process of selecting a transition and click
the AppLy button to apply it to the selected slide only.

To view the transitions, click ANiMATION PreviEw on the SLIDE SHOwW
menu. Note: Professionals agree that technology should not over-
shadow your lecture. Therefore, using the same transition does not
detract from your lecture, as using different transitions would.

[EITERT window

View Presenter Tools
View Show

Rehearse Timings
Record Narration...
Set Up Show...

Action Buttons
Action 5ettings...

Custom Animation...
Preset Animations
Animation Preview
Slide Transition...

Hide Slide
Custom Shows...

Help

Effect

ReHEARSE TIMINGS feature to step through the | 3@und
slide show, pressing a key at the point you [No Sound)

want the slide to advance.

L.

Llide Transition

Fade Smoathly

Advance slide

next

In NORMAL or SLIDE SORTER view, select the

. . . On mouse click
slide or slides for which you want to set L

the timings. [ Automatically after

On the SuipE SHOW menu, click SLIDE

seconds

TRANSITION. (. Cancel _] ( Apply to All ) M

Page 5




3. Under ADVANCE SLIDE, select the AutomaticaLLy AFTER check box, and then enter the number of seconds
you want the slide to appear on the screen.

4. To apply the timing to the selected slides, click AppLy.

5. To apply the timing to all the slides, click AppLy TO ALL.

6. To view the slide show with the timings you set, click the SLiDE SHow icon at the lower left of the

Microsoft PowerPoint 2004 window.

7. To view notations of the number of seconds you set, move to SLIDE SORTER view.
Note: If you want the next slide to appear either when you click the mouse or automatically after the
number of seconds you enter — whichever comes first — select both the On mousE crick and the Auto-

MATICALLY AFTER check boxes.

Slide SorterView and Transitions

When you move to SLIDE SORTER VIEW, you see the TRANSITIONS TooLBAR at the top of the window. See a

screen picture at right of a window ® @i | cover right-Dow ¥ B @ .
showing slides with the TransITIONS — :
. ®s0O6 Designing Presentations.ppt
TooLsar at the top of the window.
sk ENh P A Lo A )
[l . IDkgn

This is handy for modifying your S
settings. You also could use this view to e 8
set your slide transitions.

3l 1 82 2 4

[ [ s
Use Animation vy oo
T =»

Animation of bulleted slides ramin ey
The animation effects you set apply to
the selected slide. You will have to w2 e 0 T @ e © 9
repeat the animation procedure for CEEN=ECE

each bulleted slide in your slide show.

A screen picture of the Custom
ANMATION dialog is shown at the
right. Animation is being applied only
to the bulleted text.

1. Move to the SLIDE ViEw and select
the first bulleted slide.

2. Pull down the SLibE SHOW menu
and click CusToM ANIMATION.

3. Select the bulleted text in the
SELECT TO ANIMATE box.

4. Click App Errect button.

5. Inthe ANmvaTiON EFFEcTs dialog
box, click the ENTRANCE tab and
then click the animation effect
you want to apply.

6. On the AnimaTtioN Errects dialog,
click the EmpHAsIs tab and then the
Exit tab to see whether you want
to use any of these features.

Custom Animation

Select to animane:

Title 1: "Presentation Layout ..."
Text 2. "Use outlines to stru...”

Priwiew:

Prosarirsen Layoai and
| Dreerscnn S M e
" U s i ke

g iy £l
B " 5
B e |

| Erasasamranm st

( mStop ) ( *Play )

( Add Effect... )

Animation order

=) L. Text 2: “Use outlings 1o Structure cont...
& 2. Text 2: "Write outline in advance *

&l 3. Text 2: “Use effective visuals *

=] 4. Text 2: "Visuals can add interest ”

= 5. Text 2: "Visuals can add excitemnent
=] 6, Text 2: “Visuals can help audience re...

Start: On Click

Property: | From Left

@ @ @

Speed: | Slow (3 5)

(" Effect Options... T,'u

Description

( Cancel ) 0K
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Professionals advise using only those animation
features that will not detract from your presen-
tation.

Click the OK button.

In the CustoM ANmvaTION dialog, in the STarT
box, select how you want the animation to
start, for example, "ON Crick" when you click
the mouse. In the PropErTY box select how you
want the text line to enter, and in the SpeeD box,
select the speed you want.

9. Click the Errect OpTIONS button.

Set the Effect to Dim a bulleted line

L

See the Errect panel of the ErrecT OPTIONS
dialog.

If you want a line of bulleted text to dim when
your next bulleted text enters, choose the color
you want to use. If you use a lighter color than
the text color, then when the next line of text
enters, the previous line dims to the color you
have chosen. This allows the audience to be
able to refer back to the previous line when the
emphasis is on the line that just entered.

Set theTiming

L

SetText Animation
1.

Click the TimING Tas, and see the timing panel
display.
In the StarT box, select On Crick if you want

r

Animation Effects

—[-Em—| Emphasis = Exit |

Checkerboard -
Circle
Crawl In
Diamond
Dissolve In
Flash Once
Fly In
Peek In
Plus
Random Bars
Random Effect
Split
Strips
Wedge
Wheel
Wipe

Subtle
Expand
Fade
Faded Swivel v

ki

the next line to come in
when you click the mouse.

Effect Options: Fly In

If you want to delay the start

of the entrance of your next

4[-EF!H!—| Timing

Text Animation ]

line from the time you click
your mouse, enter the delay
time in the DELAY box.

In the SpeeD box, enter the
amount of time you want it
to take for the line to enter.
In the RepeaT box, leave the
selection at none.

Click the TEXT ANIMATION
tab.

In the ANimaTE TEXT box,
select ALL AT ONCE. Other
choices are one word at a
time or one character at a
time.

Sound: | [No Sound)

I_H

After animation: | [ |+

Li Cancel :'J H
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AnimateTitle slide
1.

S

Animate the graphic
L.

<))

In the Group TEexT box,

Effect Options: Fly In

select 1sT LEVEL. This means
that all the text that is part
of each main bulleted line
will enter at the same time.
Click the OK button.

To view your animation,
click the SLIDE SHOW View
icon.

Select your title slide. Click
the SLIDE SHOW menu and
select the CusToM ANIMATION
command.

In the SELECT TO ANIMATE
box, click TiTLE 1 (the title
text).

Click the App ErrecT button.
In the ANIMATION EFFECTS
dialog, click the ENTRANCE

£

Effect | Timing | Text Animation

Start: | On Click 1)
)
Delay: 0 - seconds
Speed: 3 seconds @
Repeat: (none) %

| Rewind when done playing

(aneel) (@OED)

tab and then choose the
animation effect you want.

Effect Options: Fly In

Click the OK button.

In the StarT box, choose ON
Crick if you want to start
the slide show with a mouse
click.

In the ProperTY box, specify
the direction from which
the text is to enter.

In the SpeeD box, specify the
speed.

In the SELECT TO ANIMATE
box, select the graphic.
Click on the App ErreCT
button.

Select the ENTRANCE tab in
the ANIMATION EFFECTS

dialog.

The effects are grouped into

Effect  Timing | Text Animation |

a4k

Animate text: All at once |

T e

ak

Group text: Lst level |

__Animate attached shape

"1 In reverse order

L Cancel ..-'I 'E OK }

these sections: Basic, SUB-
TITLE, MODERATE, and EXCITING.

Under ExcITING, choose the SpiraL effect or another that you would prefer.

Click the OK button.

In the Custom ANimaTION dialog, make your settings for the graphic and click the OK button.

Page 8




Remove an animated effect

L.

With the Custom ANimaTioN dialog
displayed, in the ANIMATION ORDER
Box, click the item that has the
animation you want to remove.
See at the right a screen picture of
a slide in which animations have
been specified for the title and for
the graphic. See the large red X in
the screen picture at right. Click
this red X to remove an anima-
tion.

Run your slide
show

Select the first slide and then click on

the SLipE SHOW button to view your
slide show. Remember to click with

the mouse (or press the Space Bar) to

move to slides which do not have
automatic transitions, and use the

Select 1o animane:

Title 1: “Designing Effective ..." |
Picture frame 2

[ lEmp;l( PF‘Ia'.r:}

Custom Animation

{ Add Effect... )

Animation order:

15 L. Title 1: "Designing Effective Presentati..

E = 2. Picture frame 2

%]
Start: On Click |¢-!
Property: 3
Speed: [ Fast{ls) ]
(" Effect Options... )

Description

Spiral It On click, 0 s delay

No sound, no repeat

( Cancel :] G—H

mouse click to introduce each bulleted line, unless you have specified automatic animations.

Actions During a Slide Show

During a slide show, you can perform the actions listed below:

Go to slide number .......c.ocerveennnneee.
Advance to next slide ..........cccuveuneens
Return to previous page ..................
Black screen on/off .......cccceevveenenee.
White screen on/off ........cccccveeuvennees
Show pointer on/off ........cccceueueunee.
Stop/restart automatic show ...........
End shOwW ....oovveenveeiiecieeeeeceeee,

Speaker Notes

L.

Create SPEAKER NOTES in the NORMAL view.
2. See the space just beneath the slide into which you will type your notes. You can drag up on the top
border of the notes window to see more of your notes.

Print Speaker Notes
Choose the PriNT command on the FiLE menu.

U B =

Specify the number of copies to print.

You can click ALL SLIDES or, click From and specitfy the first and last slide to print.
You could also click SELECTED sLIDES and print slides you have already selected.

In the PriNT wHAT box, select NOTES.
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6.

Print

Printer: | 172.28.120.250 )
Presets: = Standard 4] .
' Copies & Pages m

Copies: 1 + ® coliated
Slides: ™ All (10 slides)
) Fram: 1
10
Selacted slides

Print Wihat: = Notes

Slide Show: | all Slides

2 & &

Cutput: | Color

] Seale to Fit Paper
1of10 (=) :
N | Print Hidden Slides
W Show Quick Preview | Frame Shides |
| Page Sewup... | -

@ ( PDFv ) (‘Prewew:) [ Supplies... :) { Cancel ;b Q—Prlm-—}

Click the PrinT button.

Print the outline

1. Choose the PrRiNT command on the FiLE menu.

2. Specify the number of copies to print.

3. You can click Arr suDEs or, click From and specify the first and last slide to print.
4. You could also click SELECTED sLIDES and print slides you have already selected.

5. In the PriNnT wHAT box, select the OUTLINE.

6. Click the PrinT button.

Print Handouts

1. Choose the PrINT command on the FiLE menu.

2. Specify the number of copies to print.

3. You can click ArL suDEs or, click From and specify the first and last slide to print.
4. You could also click SELECTED sLIDEs and print slides you have already selected.

5. In the PriNT WHAT box, select Handouts. You have the choice of two to nine handouts per page. If you

click the Preview button, you will be shown how the handout you have chosen will look when printed.
Click the PrinT button.
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Graphic Formats you may use

Graphic filters typically installed into PowerPoint 2004
You can insert many popular graphics file formats into your presentation. You don't need a separate filter to
insert the following file formats:

Format Extension
Graphics Interchange Format .........ccccoeueeee. gif

Joint Photographic Experts Group ................ Jpg
Portable Network Graphics .........cccoceveveeenee .png
Microsoft Windows Bitmap .......ccceceeevveuennee Jbmp
Tagged Image File Format ........cccccceevueinenee tif

Slide Design Guidelines

+  Simplicity
Use key phrases; use one thought per line; use from five to seven lines per slide or fewer.
+  Consistency
Layout format should be unified.
+ Design and color should be in harmony.
+  Text color should stand out and be easily read over background color and design.
+  Clarity
Be explicit and get to the point.
+ Readability
Font size should not be smaller than 18 points.
+  White space
There should be enough for eye movement. Be sure to avoid overly crowded slides.
*  Avoid lengthy text
Do not use whole sentences.

Choose the right transitions

In choosing your transition effect(s), consider the following:

+  Subdued transitions, such as fades through black, project a quiet, professional image, whereas dissolves
and boxes project a more dynamic image.

+  Consider the level of technology you will use to deliver your presentation. Advanced transition effects
do not translate to PDF conversion.

+  Presentation length should be considered. Transitional effects, appropriate for short presentations,
become tiring and monotonour during long presentations.

+  You can use transitions as a pacing tool. Pacing involves chunking, or dividing, your presentation into
smaller sections (similar to chapters in a book). Consider subdividing your presentation into sections,
introducing each section with a subtitle slide that introduces and groups together the slides that follow.
Transitions should serve a functional rather than a decorative purpose.

+  Practice restraint. Use the minimum number of transition effects that contribute to your message and
the image you're trying to project. Restraint becomes more important as presentation length increases.

+  Be consistent. Be consistent in your use of animation. Don’t introduce text builds left-to-right in one
slide and from top-to-bottom in the next.
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