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Presentations to PowerPoint

I’ve spoken to several people who have told me that PowerPoint has been easier to learn and seems to be more intuitive for them.

Available Views from the buttons on the lower left corner:

Slide View – standard editing mode

Outline View – Works just like the one in Presentations

Slide Sorter View – Works just like the one in Presentations

Notes Page View – Used as speaker notes or as handouts for the audience.

Slide Show – Viewing the show; starts from the currently displayed slide.

Outline View is possible to print from PowerPoint, but you have less control over how many slide per page in the handout view (choices are 2, 3, and 6).

Editing slide color scheme:

1. Right click, select Slide Color Scheme. 

2. If you go to the Custom tab, you can change item by item, apply to just that slide or apply to all by clicking on the item and then the Change Color button.

You can change the background to be a picture:

1. Right click, select Background.

2. Click on the drop down arrow, select Fill Effects, click on the Picture tab, and browse to your selected picture.

Special Keyboard Controls

While a show is running, if you press “B” the screen will turn black until you press any key to bring the show back.

While the show is running, if you press “W” the screen will turn white until you press any key to bring the show back.

Black screen at end

After the last slide, you can place a black screen so that you won’t have slides up but you also won’t have to return to the editing screen. 

Click on Tools|Options, and at the bottom of the dialog box, select “End with black slide.”

Animating Objects

Right click on the object to be animated and select Custom Animation. Almost all of your animation effects are found under this particular area.

Style Checker

By running the Style Checker, you can look for things such as inconsistent punctuation in your slides, too much text on a slide, etc.

 This is founder under Tools|Style Checker.

Meeting Minder

PowerPoint allows you to take meeting minutes during a slide show and then export them quickly to Word. 

Click on Tools|Meeting Minder.

Enter your minutes on the Meeting Minutes tab. If you have something you wish to assign to someone, click on the Action Items and fill in the blanks. (The Schedule button works with Outlook’s Calendar feature so you probably won’t want to use that.)

Once all of the minutes and action items have been entered, click on Export. 

Click on Export Now

Action Buttons

While Presentations v. 9 has this option, Excel has had it for a while. If you insert a button into your slide, you can link it to another piece of software or a web site, so that when you click on it, it will automatically bring up that web site or that software. You can also cause it to play sounds, run animation clips, etc.

To edit the Master Slide

Hold down the shift key while you click on the Slide View button in the lower left corner. Here you can change bullets, font color, back ground, etc. for all of the slides in this view, add a footer, date time, etc.

Inserting Graphics

You can insert a graphic from clipart by using the Clipart and Text layout. If you don’t find a graphic you like, by clicking on the globe you will go to the MS web site where you can search for and download additional graphics. 

To insert a graphic from an existing file instead of clipart, use a blank layout, insert the file and then use a text box to insert the text.

OLE

OLE is easier in MS products than in Corel products. Whether you embed or link a chart into PowerPoint, editing it, linking it, etc. is fairly simple.

1. Go to the slide that will hold the OLE object.

2. Click on Insert|Object and then select Create from File if the file already exists.

3. Browse to the file location and then click on OK.

4. If you wish to be able to update the file in Excel and have the changes reflected in PowerPoint, click on the Link File option. Once you’ve made changes and you’ve returned to PowerPoint, right click on the object and select Update Link. Notice if you double click on the object to made modifications, even if you are in PowerPoint, the toolbar changes to be the Excel toolbar.

NOTES:
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