PDQ PowerPoint ~ Marcia Berkey

v Type text in Outline View — When you press Enter, the next line inherits the
same level; Tab Demotes to a lesser level (Bullets), Shift Tab Promotes to a

higher level (New Slide).
v View > Task Pane
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2[E] Type Text in Outline
View
= Tab Demotes :
« Shift + Tab Promates &

:[E2] Make sure you can see the

TaskPane H PDQ PowerPoint

= If NOt, go to View - Tasknang

= Click on the Drop Down Arrow
and Choose Slide Design —
Design Template -

+[E] Slide Design
= Pick a Design Template
= Modify the Color Scheme E
« Add an Animation Scheme it o

Desired
— This affects movement ON slides

s [E] Choose a Transition

= Click on Drop-Down Arrow and
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choose Slide Transition

= Select your desired transition
and then "Appaly to Al Slides” at
the hnftonm
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v Go to Slide Design

* Apply a Design Template
* Choose a Color Scheme

48 % slide Design hd

Design Templates
[z Color Schemes
& Animation Schemes

Apply a design template:

Used in This Presentation 1S

Lorem lpsum =

Recently Used

Task Pane Choices

Getting Started

Help

Search Results

* Choose an Animation Scheme (Movement on Slide) o
v" Go to Slide Transitions, Choose a transition and ‘Apply i

to All Slides” (Movement between Slides)
v Add Appropriate Graphics as desired (Insert = Picture)

or use the tools 8] &

Outline/Summary Slide with Hyperlinks

v" In Slide Sorter View, Highlight slides (except for title
slide); click on the Summary Slide tool

Mew Presentation

Shared Warkspace

Document Updates

slide Layout

Slide Design

Slide Design - Color Schemes
slide Design - Animation Schemes
Zuskon Animation

Slide Transition

v" Highlight each bullet individually and hyperlink it to the corresponding

slides. = You may want to hyperlink something back to the Outline Slide

in the Master Slide view so it is on each slide.

v" Preview (F5) and Save



e-Creativity

Here are two quick and easy creative things you can do with Microsoft Office. The first is to create a
Photo Album with music in PowerPoint and the second is to fill block lettering with a picture in any
Office program.

A Photo Album with Music in the Background

1.
2.

6.

On the Insert menu, point to Picture, and then click New Photo Album.

In the Photo Album dialog box, add the pictures you want to appear in your photo album by
clicking on the File/Disk or Scanner/Camera buttons. If you want to add a large group of pictures to
a new photo album all at once, after clicking File/Disk in the Photo Album dialog box, select all the
pictures that you want to add to your photo aloum and then click Insert.

Repeat Step 2 for as many pictures as you want to add to your photo album.

Under Albun Layout,do any ofte

fOI IOWI ng Album Content
e If you want to select the layout of I__nsert pebte fom puiesn sbu Freien
ilefDisk. .. 1 CalnMarcialeaving Ck
your pictures and text boxes on the — D i
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slides in your photo album, select a

‘White'WaterRafting2C

Insert text:

layout in the Picture layout list. If you . AP
select Fit to slide as your picture layout, | e opions: FTTR 3

you are unable to add or change frame it et :
shapes and design templates. ) J GE

o If you want to select the shape of a P
frame to use with your pictures, select a Ficture layout:
shape in the Frame shape list.

e You have options to add Text; rotate, tues

. . 1 pickure with title
lighten, remove, or move the pictures; 2pictures with title v| [ geate ][ conel ]
different layout for the pictures, and
whether or not you want to use a design template. Play with your options — be computer curious and
computer creative.

o 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 to use, and then click
Select. i ®

e Click Create.

Create a folder for your PowerPoint and your sound file so the
program could always find the music file before you insert the
sound. Insert = Movies and Sound - Sound from File and then

Effect | Timing | Sound Settings

Start playing
(%) From beginning
g

Browse to the file. I almost always choose Play Automatically e
but you can choose Play When You Click on it as well. Right Ot [10] 3 sides
click on the *speaker’ and choose Custom Animation. In the task { | evenerens

=y

pane on the right, click the downward pointing arrow beside e :
your sound file and choose Effect Options. If you want the .

music to last for several slides, change the Stop Playing to After
XXX (however_ many slides you wgnt) slide.s.
Drag the music icon off the slide if it gets in your way.




Filling WordArt with a Picture

Create WordArt by clicking on the WordAurt tool on the Drawing toolbar A,
Choose an open letter style and type in your name and click OK. = B
Right click on your name and choose Format WordArt.

Click the downward pointing arrow by color and
choose Fill Effects.

Caolors and Lines | Size Layout

e

5. Click on the Picture Tab and Select Picture to browse _
to whatever picture you desire. B

6. Click OK and you’re good to go!
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You can use the same technique to “fill” AutoShapes on the Drawing Toolbar with pictures. Autoformat
-> Fill Effects (under Color or with the ‘Paint Can’ on the toolbar) = Picture - Select Picture and then
find the folder with your picture and Select it.

Calor:

Mo Fill

Transparency!

Line

Color:

Dashed:

Arroms
More Calors..,

Fill Effects...

Beqin style:

Be curious! Have fun! Play!
Let me know how you’re doing: Marcia Berkey at mberkey@southuniversity.edu.



