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Importing Slides

= YOu can import slides
- Find Presentation | List of Favorites
from other locations oo

Eile: IE:'l,powerpo\nt-\ntermed'l,\tlgraph.ppt Browse...
= Import from Outlines, fdd t Favorices isslay
such as Word or text

elect slides: IET E
documents e _ | =|

= Import from other
PowerPoint Files
| USG Sllde F|nder to Jv. 17 Corporation [, East Region |5, Midwest Region
pick and choose the M -
. Inisett | Insert All | ,KI
slides you want




Organization Charts

= Use the Org Chart

L D3 I 1zation ik - ect in Fre... 5
E\Ie Edit  “iew Styles Text Boxes Lines [

AutOLayout Or use the Window  Help -]
Insertlobject Menu ITA'Q'Subordinata:r_Ll D—'C.o-worker Co-warker:
Chart Title
= Click in each box to enter v —
text/titles e
| <comment 2>

Type name here TYHET T TTIETE TypeE ni

|| TOOIbar for addlng neW Type title here Type title here Type t
boxes

= Use menus to change box
types, colors, fonts, etc.

Tables

= Use the Table AutoLayout or use the
Insert| Table Menu
= Use the Tables and Borders Toolbar to

add/delete new rows and columns,
format, and align cells within the table

+* Tables and Borders




Slide Master

= Under the
View|Master|Slide
Master menu

= Allows you to make
formatting changes to
slides

= Format text, size,
colors, bullets

= Add other images

= Changes reflected on
all slides

Close

Title 4

Click to edit Master title

- Click to edit Master text styles

= Second level
« Third level

Fourth level
Fifth level

= You can choose Format|Background to change background

colors

= Format|Slide Color Scheme to change general color pattern of

presentation
= Choose a pre-defined scheme
= Make a custom scheme
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Working With Graphics

= Use Draw button on aan
Drawing Toolbar to i ey
move order of Order g
graphics forward or e '
backward on the slide —
relative to other T erote Cannestrs
graphics S

= Group and ungrouping et Autoshaps Defaults

Draw = [% C'J Autoshapes

a series of graphics

Rehearsing a Presentation

= Click on the Slide Show|Rehearse
Timings button to practice times for
show

= Manually advance show while
PowerPoint records the times

= You can then option to keep those
timings for your slide show

Rehearsal
» 1| ooz 6 | o0z

Microsol ft PowerP x|
The total time For the slide show was 106 seconds, Do you want to record the new slide
timings and use them when you view the slide show?

Yes Mo




Animating Graphics and Text

= You can animate graphics or text by
right-clicking on the item and choosing
“Custom Animation” from the shortcut
menu

s Choose different animations and set the
order of when you want them to
animate

= Set to automatically animate after
previous event

Animating Graphics and Text

Custom Animation 2|
Check to animate slide objects:
I Title 1
|t 2 Cancel |
Preview |
Order & Timing  Effects | Chart Effects | Multimedia Settings |
—Entry animation and sound —Introduce text
ISpiraI j I ﬂ |n|| at once ﬂ

I[No Saund] j

—&fter animation ™| animate attached sfape

IDon't Dim ﬂ ™ In reverse order




Action Settings

= Use action settings so that a graphic
will perform a specific action when
clicked upon or touched by the mouse

= Action can be to skip to a specific slide,
open a new file, start a new program,
or go to a particular Website

Action Settings

Mouse Click | Maouse Over I

—Action on click

& tlone,
" Hyperlink ko

riexc siide =l
" Run program:

I Erowse... |
L i e

| I~
£ Giest action:

| I~
™ Play sound:

I[No Sound] j

™ Highlight click.




