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ORGANIZING THE PRESENTATION

INTO SECTIONS







1 Section slides

Here below a presentation organized into chapters. Each chapter is introduced with a section
slide :

Creating @ new praseniation

FowerPoint - 2014

* Creaie : ke - New
Basic fraining

Section 1 : Creafing a

u standarde presentafion

Crecting a new presentasion
Madltying fhe background
Global sefup

The: assentiols 1o
create a nice and
eMeclent presentation

Globaol setiings : Theme Global setfings : Slide Master

- Thems: on fhe DESIGH fab = Dispiory i mashar :
o

Globaol seffings - Page Seiup [ Header &

The VIEW fob
Faaher
= Ruker
* Gridinaz
Tooming
Havigating Color / Grayseake

Creoting o new side

Creeol blects = Mol viaw: o work + colling ho sax
reofing commen obje Mo

* Sl Sorer view - great ko manoge: siidc
= Mohes Pogss vaw - Insieod fo loose: pag

A section slide is a slide with the following

layout : : - ﬁ -

Title Slide Section Header Title and Content 1

2 Sections

You can create sections but without having to create an introduction slide. And sections can
be accessed directly from the Slide Show.

e Position the cursor in between two slides, where a new section is required. The SLIDE
SORTER VIEW should be a handy view.

e HOME Tab - SLIDES Group — SECTION Button =~
=

Add Section

| Section slides Page no 7




e A section separator — not yet named — is created

¢ Right click to manage

Here below a presentation organized into sections

4 Default Section

PowerPoint - 2016
Basic wraining
1 The essendlals fo

creabs a nkce and
Micient presentation

[ Generalities (6 slides)
4 Objects

Hew slide

= Homa Tab - Sides Groug

Chart Object

=

= Cofion : simply close:
thi Excal window. Mo

=

e Access from the Slide
Show (right click) or from

Text object

= Lwensia - TAE ond SHITS
Tas

SmaoriArt object

= Color : Accent 1
= Th Dasign and Liyoat

gl % M

L

=

4 Untitled Section

Eename Section

Remowve Section
Remove Section & Slides

Remowe All Sections

Move Section Up

Collapse All

Expand All

Table object

Ficture object

= Phciore file
= Onllne pictuns:

the Presenter View by Sections —
clicking on the SLIDE Det
Sorter view : e ——
d commo
| Sections Page no 8




ANIMATIONS







Animated objects appear one by one on the slide during the slide show (on click or
automatically)

1 Assigning an effect

¢ Normal view mode and select the first object
e ANIMATIONS Tab — PREVIEW and ANIMATION Groups

*: Y 111 ) | G [

Mone Appear Fade Fly In Float In Split = | FEffect
Options =
Animation Ma

The effects are organized into colored sections in the gallery (according to the nature of the
effect). Point the effect to get a live preview on the selected object. The MORE XXX
EFFECTS displays a dialog box that lists all the effects belonging to a section. The latest

choice is automatically added to the gallery. Eventually the gallery will display only your
favorite effects.

MNone -
Mone
Entrance
* .S IS ¢ _
Appear Fade Fly In Float In Split Wipe
i .t
H =) L L
®* X T ¥ X X
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
X
Bounce
Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate
Darken Lighten Transparency Object Color  Compleme..  Line Color
h' A A u B B

# More Entrance Effects...
Meore Emphasis Effects...
W More Exit Effects...

t.r  More Motion Paths...

| Assigning an effect Page no 11




2 Effect Options

As soon as the effect has been assigned, the EFFECT button becomes available.
The possibilities depend on the effect itself and also on the nature of the object (a placeholder
containing text only, a SmartArt, a chart, a picture ...)

Fly In Grow & Shrink Fill Color
+ A — + A + 24 Anii
A % = % o Do
Effect Add Effect Add Effect Add _
Anll

Options = | Animation -

Options = | Anirmation -

Options = | Animation =

Theme Colors

Di - Direction
irection
_ H N ||
'i--ll Hearizontal
¢ From Bottom I
(L] vetico THTHT
z From Bottom-Left : O |
- Standard Colors
Both EN EEEEE
9 From Left
Recent Colors
Amount O |
N From Top-Left €| i e —
= Ly
. .
N P =] crnater | One Object
Placeholder SmartArt Chart
.— L . L a L e Anirmi
o e y | I ¢
. )
Triggs
Effect Add Effect Add Effect Add ]
Options = | Animation + Options = | Animation ~ Options = | Animation = ol
Sequence Sequence Sequence '
.— o
*—  As One Object ®_® AsOnpeObject I I As One Object
- — L ]
- — ] i - )
»— Al at Once .-. All at Once = By Series

. —

By Paragraph

# OnebyOne

AS ONE OBJECT —ALL AT ONCE

| By Category I

For the majority of effects, you will see no real difference between As One Object and All at
Once. The difference will be noticeable for specific effects such as rotation, grow & shrink, fly

n...

Example with a SmartArt to which Grow & Shrink has been assigned: with All at Once, every
shape grows individually, with As One Object, the whole SmartArt grows.

| Effect Options
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3 Preview

* AutoPreview
() The object animation is automatically run when you add or
Preview Mone modify the effect.

. Preview

W AutoPreview E

4 Modifying the effect or removing it

Modify
Select the object and choose another effect from the gallery.

Remove
Select the animation number and press the DEL key

5 Adding an animation

It is sometimes interesting to assign more than one effect to an object.
Here below an example :

Colorful, moving ... how great !
Yes but ...

2

Eyes tired = Mind aggresse

Emphasis
1. (red) : Fill Color
2. Transparency

There are graphic rules related to the
interactions between the eyes and the mind that

mariet A racsmAactad TaA AvarmarlAas -

Object will be displayed one by one but additionally :

The first balloon shape becomes red (to express irritation)
The second balloon becomes transparent (to express distraction)

| Preview Page no 13




Assign the additional effect

e Select the object and click on the

following button :

The button displays the same gallery of

* 7™ Animation Pane

Trigger =
Add =

A e *%w Animation Painter

Advanced Animation

effects as the one in the ANIMATION

group
e The gallery will display the following
information to indicate that more than one *
effect has been assigned to the selected None Multiple Appear Fa
object :
Animation
6 Copying an animation
e Select the object whose animation you need
e Click on the following button : * 2 € Animation Pane
Trigger -
Add

AnimafionT % Animation Painter

Advanced Animation

¢ The mouse pointer turns into a paintbrush
e Click on the destination object

7 Animation trigger and timing

|7.1 Start, Duration and Delay

TIMING Group

On Click

Duration

Delay

Start: |On Click -

5 Duration: z
(® Delay: o000 2
Timing

Animations are played one after the other by pressing the ENTER
key, by simple click or mouse scroll

Other possibilities : With Previous — After Previous. In order to link
animations.

Default duration.

The most common setting is Auto which is the effect preset
duration

In the above print screen, the value is preset to 00.50. This
corresponds to the growing time for a ZOOM effect
Number of seconds before the effect is triggered

This can be handy to create a timing assigned to a special slide,
without having to time the whole presentation.

| Copying an animation
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|7.2 Special triggers

On Click of
The loudspeaker icon is hidden during the slide
show.
Audio file : .wma
N What we need : click on the textbox to play the
sound

e Select the loudspeaker icon and set the trigger method :

* M Animation Pane P Start: |On Click = || Reord:

Trigger ~ © Duration: |Aute 1| & M
idd : : 4l
aation~ ‘B OnClickef » |, Rectangle 6
Adval [o | Inde-Lagaan-Chale-Chalo
Picture 9
3 2 1 0 1

The object on which you are going to click does not require to be animated
On Bookmark
Particularly useful with bookmarks assigned to videos

Here after a video to which 4

bookmarks have been assigned (the
little white round « dots »)

What we need : when the video
reaches the bookmark number 2, a
special picture should be displayed on
the slide.

} ‘ ©, O 4 > 00:0000 =3
* T_he object (in our example the E M Animation Pane P Start: | On Click
picture) needs to be animated * _ . _
e Click on the TRIGGER button and 444 Trigger - | 2 Duration: | Auto
set the required bookmark sation~ B OnClickef » | (8 Delay: 00.00

Adva [o | OnBookmark * | Wildlife

Bookmark 1
Bookmark 2
Bookmark 3

| Animation trigger and timing Page no 15




8 Reordering the animations

e Select the object

e TIMING Group Start: |On Click -
@ Duration: | Auto
[

Ty

1.5 Delay: 00.00

Reorder &nimation

& Move Earlier

9 The animation pane

e ADVANCED ANIMATION *

Group — Button : _
Trigger -
Add

Animation ~
Advanced Animation

e The following pane will be _ ,
displayed on the right of the Animation Pane
window

[N

Play From

1Y # Title 1: Office ...
2Yg # Office 2003
B“FFEI ¥ Now old and ...
48 & Office 2007
59 % Abrand new i...
6'F9 # Office 2010
79 # The current st...
895 # Office 2013
9'F5 # The latest ver...

"N
A

Seconds ~ 1 @

VVVVVVVVD

7o Animation Pane

% finimation Painter

o
R =S
o
o
-~

Most options from the pane correspond to commands already explained previously and

accessible on the ANIMATIONS tab.

Nevertheless some commands are not found on the ANIMATIONS tab and need to be

mentioned

|9.1 Tooltip indicating the currently assigned effect

¢ Point the effect in the list s

243
Handy because you don’t need to click on the 37
object and check its effect in the gallery -

-

Title 1: Office .. [ ]

O10n Click
ph Circle: Title 1: Office versions

CVLEED L T M.

| Reordering the animations
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|9.2 REMOVE

e Click on the triangle located on the [+]
effect right side Effect options Start On Click

Start With Previous

(L) Start After Previous

Effect Opticns...
Tirning...
Hide Advanced Timeline
Bemove
|9.3 EFFECT OPTIONS
e Click on the triangle ' Appear ? %
located on the effect right
side and select EFFECT Eifect  [uul S
OPTIONS
Enhancements
Sound: Mo Sound] = PG
After animation: | Don't Dim o
Animate text: All at once o

-
-

The dialog box options offer a wider choice than the EFFECT OPTIONS button located right
of the effects gallery.

The effect FILL COLOR for example The EFFECT OPTIONS button only
displays a tear-off to change the color.

Settings
Fill calar: As the screen capture shows, the dialog
box changes to add options to manage
Style: shading, smooth start/end ...
smooth start: 0 sec =
smooth end: 0sec =
[] Auto-reverse
Don't Dim w Set a color to dim.
u u u Very handy : you can give the impression

to “turn off” the previous bulleted text (but

More Colors.., ! >
make sure you can still read it)

Don't Dim
Hide After Animation C:

Hide on Mext Mouse Click =

| The animation pane Page no 17




all at once |E|

All at once
By word
By letter

Animate text:

Group text: |By 1st Level Paragraphs |E|

{As One Object
Automati
dhoma All Paragraphs At Once
Animate By 1st Level Paragraphs
By 2nd Level Paragraphs
In FEEEFSE!\; 3rd Level Paragraphs
By 4th Level Paragraphs

By 5th Level Paragraphs

Careful when choosing By word or By letter ...

The dialog box last tab name and corresponding
options depend on the nature of the object :
TEXT ANIMATION for a text placeholder,
CHART ANIMATION for an Excel chart and
SMARTART ANIMATION for a SmartArt object.

In the case of a text placeholder, it will provide
options to dissociate levels.

By 1st Level Paragraphs means that level 1
paragraphs will be displayed one by one but
along with all their sub-levels (2-3...) if there are
any.

By 2" Level Paragraphs will dissociate level 2
paragraphs to display them independently).

|9.4

Expanding a text animation to insert other animations

In the following screen capture, the number 2
object is collapsed. The « chevrons » are facing
down.

The animation effect is APPEAR, with the By 2nd
Level Paragraphs option turned on

In the next screen capture, the object has been
expanded (the chevrons direction has changed)

For which purpose ? You could assign a different
animation effect to each paragraph ... but this
would be totally inappropriate ...

In fact, expanding the object will give you the
possibility to drag another animation in between
levels in order to set a specific appearance order.

In the next screen capture, each computer
diploma is followed by a visual sample of the
diploma in question (a picture).

148 ¢ Title 1: Diplo.. [
243 Content Place...[
2'7 On the market [»

3'H + ECOL [

49 4 Microsoft MOS [

549 Qur certificati... [»

6' J CCB D

199 ¢ Title 1: Diplo... [_]
297 On the market [>

39 H ECDL D

4'F Picture 6 [

597 ¢ Microsoft MOS [

6 Picture 5 [

799 Our certificati.., [»

89 + CCB D

Q‘Jﬁj Picture 7 [

* Note : instead of working with items labeled Picture 6, 7,8 ... it would be advisable to
rename them in the Selection Pane. The result would be so much "clearer".

| The animation pane
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Here after the slide objects reading

order : Certifications
On the market B KTk
2 ECDL * ECDL =
3 Microsoft MOS ** * Z-*

Our certifications 6
5 cce Oftce Doc

Caution : once the « external » animations have been inserted into the « inside » items, the
general effect can no longer be fully modified. The TEXT ANIMATION is missing, only the
EFFECT and TIMING tabs remain.

10 Advice from graphic professionals about
animations

Fun and flash animations
- _for special objects

_/Some well-thought .
more elaborate
effects

A majority of simple animations

| Advice from graphic professionals about animations Page no 19







SPECIAL OBJECTS







1 Creating an object by pasting it from Word or
Excel : important implications

You may paste a Word table, paragraph, an Excel range of cells, an Excel chart and paste it
onto the given slide. But caution : the nature of the object may vary and its weight can range
from light to very, very heavy ! Here below a synthesis on the possible cases :

Il.l A Word portion of text

You select one or more paragraphs in the current document and paste onto the given
slide : if you paste inside a text placeholder, no problem. But in all other cases the result

will be a text box.

If you are not satisfied with the textbox size, text wrapping, margins ... right click the shape
and option FORMAT SHAPE and modify in the formatting options provided by the Pane (on

the right side of the window) :

Format Shape e
SHAPE OPTIOMS | TEXT OPTIONS
A A [A
— s =
4 TEXT BOX -
Vertical alignment Top =
Text direction Horizontal -
Do not Autofit
Shrink tevt an overflow
|1.2 An Excel range of cells
©® Copy-paste arange of cells
Sales 01.01.2014 01.02.2014 01.03.2014
Product | 200 1"100 1'200
Product 2 700 800 1200
Product 3 800 1'300 1'500
Product 4 500 300 gop Use Destination Styles
Total 2'900 23500 4700 Keep Source Formatting

Embed
Picture
Keep Text Only

il

e
=]

il
&

il

A

| Creating an object by pasting it from Word or Excel :
implications

important
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Use Destination Styles and Keep Source Formatting

The pasted object is a Word table with its usual DESIGN and LAYOUT tabs.

Embed

The result seems identical to a hormal pasting but double-click on the object and you will see
that the whole source file has been copied and not only the selected range :

A B o B #  Although the whole

' - file has
3 01.01.2017  01.02.2017 _ 01.03.2017 Egg:]cﬁo bied there
4 |Product 1 Q00 1100 1:20ﬂ is no link between
5 |Product 2 700 800 1'200 the destination
& |Product 3 800 1'300 1'500 PowerPoint file and
7 |Product 4 500 300 - the Excel source
g |Total 2'900 3'500 4=l . file. Just a copy,

C Geneva | Vaud | Consolidation ) AL nothing more.

What will be the final size of the Power Point file if the Excel source file contains charts,
pictures and is rather « heavy » ? An idea to « by-pass » the problem : copy the given sheet
into a new workbook and then copy-paste the range of cells as an object. The whole

workbook is copied but it only contains one sheet ...

Picture

The result will be a « frozen » picture (impossible to edit data) but very « light » in weight.

Usual FORMAT tab.

Keep Text Only
A textbox

® Pate special : HOME Tab — CLIPBOARD Group — Drop-down list of the PASTE —

PASTE SPECIAL

Paste Special

Source: Microsoft Excel Worksheet

GenevalR3C1:R3C4
As:

(®) Pastei Microsoft Excel Worksheet Object

T HTML Format

O Paste link |Formatted Text [RTF)

Unformatted Text
Picture [Enhanced Metafile]
Picture (Windows Metafile]

- |:| Display as icon

Result

Pastes the contents of the Clipboard into your presentation so

iy

#  Microsoft Office Worksheet Object = Embed
HTML FORMAT - similar to a Word table

that you can activate it using Microsoft Excel 12,

Cancel

| Creating an object by pasting it from Word or Excel : important Page no 24
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|1.3 An Excel chart

Here below the possibilities once you have pasted the chart — through the tag options :

Y

OPrsdet |
|—— DOPradetl
Ofroduee 3
OFradet 4

Use Destination Theme & Embed Workbook
— Keep Source Formatting & Embed Workbook
Use Destination Theme & Link Data

Keep Source Formatting & Link Data

Picture

fir: IT =wre [T

Paste Options:
il il il il £

= = —=d ==l

2 YR

1.3.1 Use Destination Theme or Keep Source Formatting

In order to preserve the presentation homogeneity, the object adapts to the destination
theme. But you may exceptionally decide to leave the object with its source colors.

1.3.2 Embed

The implications are the same as those explained for an Excel range of cells embedded into
a slide : the whole Excel workbook is copied.

1.3.3 Link Data : a DDE link

Weight : light
Link : a DDE (Data Dynamic Exchange) link, a type of link not widely used but that Microsoft
has chosen to avoid users copying the whole source file.

Double-click on the chart and display the CHART TOOLS / DESIGN tab.
Then click on the EDIT DATA button : the Excel source file is opened

Link between the two files
The two files are independent. Each one can be opened, modified, printed ... separately

Modifying the source data
The PowerPoint file is automatically updated if it is active and if it is not, when you open it.
No message, no manual intervention from user.

| Creating an object by pasting it from Word or Excel : important Page no 25
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Manual managing
If the automatic update fails, if you have renamed or moved the source file and PowerPoint

has « lost » the link, you may reset it :

From the PowerPoint file : FILE — INFO - PROPERTIES Pane on the Related Documents
right — At the bottom : Open File Location

This option is displayed only when there is a link to an external file. &2 Edit Links to Files

Show All Properties

Links ? >

Type Update Close |
Ateliers-Thématiques'd.1 - 4.2 - 4.3 - PFT Complet\Excel"Conso-us.xlsx  Chart Manual

Update now
Dpen Source
Change Source...

Ereak Link

< >

Source:  Dv@-Ateliers-Thématiques'd.1 - 4.2 - 4.3 - PFT Complet\Excel\Conso-us.xlsx
Type: Chart

Update Automatic or Manual

Manual : the update will take place only when the user opens the
source data (DESIGN Tab — DATA Group — EDIT DATA or
REFRESH DATA Button

UPDATE NOW button  To update the PowerPoint presentation (the presentation is the
« client » or « receiving » file)

OPEN SOURCE To open the Excel source file (the « giving » file) if it is closed or
button simply bring it into the foreground if it is active.

CHANGE SOURCE Has the Excel source file been renamed or moved into another
button folder ? Click on this button to make the link point to the right file

BREAK LINK button To remove the link. Cannot be undone

Note : this type of link is a bad « traveler ». Indeed you must make sure to include both files
whenever you move them or send them over the mail if you want the recipient to be able to
update the PowerPoint file in case some data in the Excel source file is modified. Moreover,
PowerPoint often « looses » the link simply because when the recipient saved the files the
memoarized path no longer matches.

1.3.4 Paste as Picture

The implications are the same as pasting an Excel range of cells as a picture.
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2 Inserting a drawn shape

e INSERT Tab — ILLUSTRATIONS Group . P
| R =l BE TS
The SHAPES button and its gallery (here Shapes SmartArt Chart | gy vy apps - | H1

cropped) : -

Recently Used Shapes
BN NOOOAL L G
2 el Y

Lines
SNSNTLLTLRNG S
Rectangles |
I I O A O O

Basic Shapes
EOAMNITASQOOO®
®@GCoJdOr by e gd
[] AV REG CO™

r‘n"lrﬁ;x

A sample of a drawn shape ?

Round handle To resize

Green handle To manually rotate

Yellow diamond To reshape the drawing

Perfect shape Keep the SHIFT key pressed while drawing
Release mouse button first

Drawing from the Keep the CTRL + SHIFT keys pressed while drawing.

center outward Release mouse button first. You can combine with the SHIFT key to
draw a perfect shape from the center outward.

Drawing the same Right click on the shape and select the LOCK DRAWING LOCK

shape several times option. Draw the shape as many times as necessary. Revert to

normal by pressing the ESC key.

Drawing : the mouse pointer changes to a pencil, click and start drawing
Free form : click in sequence to create the segments and click and drag to draw an ellipse.
Double-click to finish an open shape or click on the starting point to close the shape.

To modify the shape segments : right click on the shape and select the EDIT POINTS option.
CTRL + point the segment + click and drag : you create a new segment. CTRL + point the
segment end + DEL : you merge the two segments.

Formatting the shape : see chapter on managing objects (basic documentation)
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|2.1 A special shape : a TEXT BOX

e INSERT Tab — TEXT Group — The following button :

A
Text
Box
Draw the text box (mainly the width). The cursor is displayed ?
inside the box and you can start typing : O === S ?
7 PowerPoint 0

A -

o0 O

Important characteristics :

It is the only shape that does not follow the global values. For instance : no fill color
corresponding to Accent 1.

Should consequently be used for special needs.
Formatting the text box : see the chapter on managing objects

|2.2 Eyedropper for color matching

You can capture the exact color from an object on your screen and then apply it to any
shape. The eyedropper does the match-up work for you.

¢ Click on the destination shape (the one you want to apply the color to)

e Drop-down list of the FILL button L
(HOME Tab or Drawing Tools — & More Fill Colors...

FORMAT Tab) 2 Eyedropper
21

Pirtuira

¢ Click on the shape showing the required color

|2.3 Merging shapes

PowerPoint has a great tool, that if you are a little bit creative, will let you create special
shapes or even logos.

e Draw the required shapes .

e Select them Abc

e FORMAT Tab — INSERT SHAPES Group ~
'-’_i"- Union
':" Combine
gy Fragment

é° Do you notice ? No option to go back to normal. You -

can only UNDO ... 0 Intersect

¢ Subtract
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The most interesting aspect of this tool is its capability to manage overlapping shapes :

The two shapes are selected

Union

Combine

Fragment

Intersect

Subtract
Caution : this is done according to which shape was
first selected ...

L

Left shape as 1 right shape as 1

Advice : do not bother to set a fill color before merging because the merging process often
removes filling or applies only one. Do this at the end

An example where the difference between UNION / old GROUP shows clearly is when you
add a SHADOW / PERSPECTIVE :

Source shapes Union Group

Leave the text inside the textbox in black
color

Choose a font that will give some nice
width to the letters

Select first the picture and then the
textbox

Merge choosing INTERSECT
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Here below the result :

Aiguille du Midi

3 Inserting a WORDART object

e INSERT Tab — TEXT Group B j
4 . T i)
It is the WORDART button and its classical WordArt | Equation Video - Audio .
gallery an
AAAAA
A A A N

Select the required effect and start typing the text _ T |
‘Your text here;

Clicking in the WordArt = selecting the content
Pressing the ESC key = selecting the object

Formatting the WordArt object and applying WordArt like effects to objects such as a shapes,
a text box ... : see chapter on managing objects

4 Inserting a MULTIMEDIA object (movie - sound)

Quick access button : INSERT Tab — d%  Online Audio...
MEDIA Group—|—> o
i  Audic on My PC...
Record Audio...
iy )
m'ile':' Auvdi':' E:%_. Online Video...
By default : files with « video » > | [ Video on My PC

extensions frteTia

Since 2013, PowerPoint supports .mp4 and .mov formats.
Online Video : the source site must allow the operation, which is not the case for YouTube for instance

|4.1 Where will the video be stored ?

You choose when you insert the file : v | | Video Files (*.asf:*.asx*wpl
Tools - Insert |v Can

. . Insert
Double-click on the file = INSERT ‘

Link to File
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INSERT = the file is automatically EMBEDDED into the presentation.

Caution : this means that the total weight of the presentation might significantly increase ! If
you do not wish this, the file can be linked, but then please make sure that you save it in the
same folder as the presentation. And you should also always check its access before a Slide
Show as PowerPoint easily loses the link.

|4.2 The FORMAT and PLAYBACK tabs to work on the object

® The FORMAT tab and its tools

& T

Play | Corrections Color Poster Reset
= = Frame~ Design~

Preview Adjust and

v . : - B T o :
& Video Shape .1 Bring Forward € -|=|' £[/1019em

- E‘u‘iden Border - 0 Send Backward - o
= v 0 . . Crop £ 18,11 em
7| L@ Video Effects = | gf; Selection Pane k-~ L

ki

J— e

Video Styles Ma Arrange Size P

These are the usual groups to work on pictures. Indeed the video picture or sound icon can
be worked as pictures : brightness, contrast, border, fill and so on.

];l (7 Once inserted, the video either displays the first picture of
Eml Luj 4 the video or a black background
Poster Reset —

Frame = Design -

& |magefrom File...

Current Frame
Run the video, stop on the required picture and the
option is now available.

Image from File
The first picture of this video is black (Turkish advert).
The flag picture — downloaded from Internet - has been

set as Poster Frame. Caution : choose a picture whose
dimensions are not too far away from those of the video as it is :
automatically resized to fit the video picture. N )

< > 000000 o3

No poster frame for sounds.
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© The PLAYBACK tab

’ (o3 ‘E’ Fade Duration N [*" sStart: |On Click Loop until Stopped
o A: o [4 Fadeln: |00.00 2 y |lll Play Full Screen
a rm olume H H
N Video | P]FadeOut (0000 5| . Hide While Not Playing Rewind after Playing
Preview Bookmarks Editing Video Options
— | _ .
: 0 4l [+ 000773 i
O+ .’ [ o)
Add _
Bookmark The above rounds correspond to bookmarks. You play the video
Bookmarks and you click on the ADD BOOKMARK button at the required

position. A bookmark is created (the yellow round button) and
when you Slide Show the presentation you can start or jump to
this specific position

When you click the bookmark, the REMOVE BOOKMARK button
becomes available to remove it.

—p Drag the sliders
E (green and red)
Trim to trim the yldeo
Video to the required

« extract
\.“.

*#‘

Trim

Audio

00:13.505

q

-

00:13.505 5 dl ’ I» 00:18.613 v
Start Time End Time

Fade Duration Set a number of seconds to make a faded start or end

[ 4] Fade In:  |00.00
¥ | Fade Cut |00.00

4 k|4 K

Editing
3 Equivalent to the loudspeaker button provided by the video
lil or sound line of commands.
Volume
[7% Start | On Click . Automatically can be important when the sound icone is

hidden during the presentation
Play FiI Automatically

Hide ¥ On Click
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Play Full Screen Only for videos

Hide While Not Playing Video

(vidéo) Combined with an « On Click » start : the video is hidden

Hide During Slide Show during the slide show, it is totally ignored.

(son)
Combined with an « Automatically » start : example with 3
videos on a given slide. The first video is played
automatically. When finished, it is hidden. Then the second
video is played and is hidden too. And so for the number 3.

Sounds : to avoid displaying the loudspeaker icon

Loop ... Handy for a short sound

Rewind ... Rewind setting. When the video is finished and
consequently « freezes » : what will be the last picture
displayed? The last one (by default) or the first one ?

|4.3 Special options for a SOUND

43.1 Background playing

A new button (2013) is there to play the music from the slide containing the sound option
right to the end of the presentation.

¢ Insert the audio file (embedded or linked)
e PLAYBACK Tab — AUDIO STYLES Group g-i tJ\

Mo Play in
Style Background

[ io fi Audio Styl
Caution : your audio file must be long enough ! udio Styles

43.2 Reset the playing options

) o i - E.."
‘ ¥ [ Start: |On Click Hide During Show ‘ 4)
Play Across Slides

Valume : : Mo Play in
. Rewind after Playin ¥
o Loop until Stopped ying Style Background

Audio Options Audio Styles

A

Resets all the modifications done in the
OPTIONS AUDIO group

433 Adding a sound but without inserting an audio object

Reminder : you may add a sound to a transition or a custom animation
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5 Assigning an action to an object

e INSERT — LINKS Group —
Button :

Here after the dialog box : (with the
list of possible navigation actions
expanded) :

Set whether the action will be run
when clicking or pointing the object.

You may assign an action to any object (text, picture ....

Action
Links
Action Settings

Mouse Click  pMouse Over

Action on click

O Hone
(® Hyperlink to:
Mext Slide

E

o

Previous Slide

First Slide

Last Slide

Last Slide Viewed

End Show

Custom Show...

] Pz Slide...

m URL...

[ Hi Other PowerPoint Presentation...
Other File...

Cancel

except a SmartArt diagram). As

usual the action will be run either when clicking or pointing the object. The set action can
correspond to navigating inside the presentation, running a macro etc ...

You run the action from the slide show.

Difference with a hyperlink : none really but usually people set actions for « inside » actions and create
hyperlink for « external actions ». But obviously this is not a rigid rule.

Interesting : autoshapes provide actions buttons Action Buttons

whose graphic is usually quite clear. This category is ]

the last one in the shapes gallery :

e Choose the button and its corresponding action or select the last button with no
indication (you will name it according to the set action).

e Click and drag to size the button shape

e The Action Settings dialog box will be automatically displayed. Accept the set action or

set your own

e The shape itself can be managed as any other shape.
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6 Creating a hyperlink

e INSERT Tab — LINKS Group — Button : P —

b 'EQ 1 * i
Hyperlink Action

Links

Here below the dialog box (pointing to a file) :

How to create a Morph transition ? Click here

Insert Hyperlink ? x

Link to: Text to display: Click here ScreenTip...,
G Look in: Spécial 2016 - English ~| [C=2| |
Existing File
or Web Page [@*] Basics-2013-2016-01-5ummary-Zoom-To-Do.ppbe A Bookmark...
('::%rlrde:rt [ Basics-2013-2016-5ection-Zoom-Done, pptx
9 [@¥] Basics-2013-2016-5ection-Zoom-To-Do.pptx
(= [ TIiTE [¥| Basics-2013-2016-With-Design-Ideas.ppts
Document Browsed : .
Pages [@¥] Cars-Photos-Zoom-5Slide.ppt:
& ¢fli Morph-Transition.pptx
Create New T [ Screen recording.ppt:
Document Files |&| Screen-recording.mpd
w
Address:  |Dov@-Ateliers-Thématiques\d.1 - 4.2 - 4.3 - PPT Complet\Spécial 2016 |~
E-mail

Address

We chose to set a link pointing to a file but this dialog box will let you set a link pointing to a
web page, an e-mail address and so on.

Text to display : the selected characters will show the link.

ScreenTip : to set a small information text that will be displayed when pointing the link. If you
do not set any text, PowerPoint will show the full path of the file or the web page.

Bookmark : the link can point to a bookmark — set in the destination file. For example, if the
link points to another PowerPoint presentation, you can set on which slide the file should
open.

Here after the result when our above link is

pointed in the slide show. Once you have followed

the link the color will change (according to the 516 Atehere Thématiques 1 <4243

theme colors scheme). PPT Complet\Spécial 2016 - English\Morph-Transition.ppt

Reminder : when you type a web address (http:// .... ) or an e-mail address
(lean.dupont@bluewin.ch), it is automatically converted into a hyperlink. This avoids to
display the above Insert Hyperlink dialog box.

# Ifthe link opens another PowerPoint presentation, simply press the ESC key to revert to the slide
show.

| Creating a hyperlink Page no 35



mailto:jean.dupont@bluewin.ch

7 The other objects (called OLE objects)

|7.1 The OLE concept

The OLE (Object Linking and Embedding) concept is the following :

e When you create the object the source program is automatically run.

¢ You create, modify ... your object inside a « window » created directly onto the current
slide (sometimes in a separate full window)

e You do not save your object with SAVE AS ...

e You click outside the « window » to validate the object or in case you did work into a

separate window you close it through : FILE — CLOSE AND RETURN TO
PRESENTATION X and confirm).

Modify later on : double-click the object.

Note : contrary to the DDE link (explained when pasted an Excel chart), the OLE link is
a good « traveler » because there is only ONE file (the object is automatically
embedded).

|7.2 Some examples of OLE objects

e INSERT Tab — TEXT Group — OBJECT Button

Insert Object ? et

Object type:

@ Create new Adobe Photoshop Image 13 A |:| Display as icon
R E P ; Bltmap ImagE

(O Create from file |Microsoft Equation 3.0
Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet
Mirrosaft Ferel Chart <
£ >

Result

iy

Inserts a new Adobe Acrobat Security Settings Document
object into your presentation.
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7.2.1 Create new
Microsoft Office Excel Worksheet

A small « window » is automatically created onto the current slide :

Aw_orklng ' . : - - - =
« window » is 1 lsal ; ceb v N
created on the ales anuary ebruary arc
slide : 2 Productl
3 Product 2
4 |Product 3 3
5 Productd
4 & Total :
7
| |
&
9
10
11
12 i
M4 4 » M| Feuill %2 m‘ ’E

Take a close look at the ribbon tabs : they correspond to Excel tab and not PowerPoint.
Work as you would if you were really in the source program. You may even paste data
copied from a previously opened workbook.

You could click outside the window

. . sal J Feb March
to create the object but the final P?U?uctl s e e
result will be quite ugly : most . Product 2
chances are that the grldlmes willbe o 4icts
visible, the object will be bigger than . .,

necessary ... as the following screen
capture shows it :

Total

Remove the gridlines through : PAGE LAYOUT Tab — SHEET OPTIONS Group —
GRIDLINES Option ...

When your table has been nicely finalized, make sure that its size is correct by dragging in or
out the object handles (as if it was a picture).

The click outside the Excel window.

# Create new — the DISPLAY AS ICON option

Instead of creating an object that displays its content, you only display its icon. To see the content
you will need to double-click the icon. Can be handy if some objects have been placed on the
slide for occasional consulting.

Excel chart : not so interesting because inserting a chart directly from a slide is so easy and
comfortable ...
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A Bitmap Image = running Paint

| = @ = | Image bitmap dans Advanced-2013-2016-E... - O x Draw as needed and
_ _ when finished simply
Fichier Accueil Affichage 0 . .
click outside the
EINIE (j P = [m window.
—
Presse-  Image Outils P|nceaux Formes| Taille Caouleurs .
papiers = ~ - - - Here below the final
drawn object :
”
O O
v
+ 100 % (=) | ®

A child look ? The purpose of this example was to prove that OLE objects are not limited to
Office programs ...

7.2.2 Create from file

The dialog box slightly changes :

Insert Object ? >
() Create new Filg: Display as icon
®) iCreate from filei
Browse... Link
Choose the file and click on OK :
e
QIr'able of contents e 0

g6
A
© S| O
©'|
w"@fneaDoc
o 0
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At first sight, you might get the impression that only the workbook first sheet is displayed. But
if you double-click on the object, the Excel workbook is opened and you can choose to
display any other sheet.

Additional commands :

Display as icon An icon rather than an object. Double-click to open the « file-
object » that will be opened into a separate window to guarantee a
better readability.

Link A « file-object » will be created but in addition, it will be linked to
the source file (DDE)

Opening the object during the slide show

No click nor right click to open the object while in Slide Show
Tip : assign an ACTION to the object such as a link to the source file (see page 34)

8 Screen recording

Do you know CAMTASIA ? This program lets you record whatever you do on your screen
(voice, mouse navigation ...). Then the video can be uploaded on YouTube for instance.

PowerPoint now has a similar tool — although less sophisticated of course —that can prove at
times very handy.

Advice : check your audio devices if you wish to record what you say

e O o

Video Audiol Screen

INSERT Tab - MEDIA Group

2 * | Recording
Media
The following bar will be »
displayed at the top of the screen ‘!, h
Select S Record
Area bl Pointer
=

Do not jump onto the record button !
e PowerPoint has been automatically minimized

e First make sure to display the program into which you need to record your video
demonstration. It can be PowerPoint or any other program. But note that you will not be
able to simply click to bring it back to the foreground. Use the well-known ALT + TAB
keyboard shortcut.
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e The SELECT AREA button is automatically selected. Add AUDIO and POINTER if
necessary.

e Set the required area (the whole screen or a portion of it) into which you need to record
e Click on the RECORD button, which now displays a red round bullet

e Record
Caution : everything is recorded ... if you type texte, also your corrections !

o Need a pause ?: point the top of the screen where the bar was displayed and it will be
visible again. Click on the PAUSE button.

Finished ? point the top of the screen where the bar was displayed and it will be visible
again. Click on the STOP button.

e The video will be automatically inserted on the active slide and can be run and managed
as any standard video you might have inserted.

If you need to keep a copy of this video and turn it into a media file : right click it and select
SAVE MEDIA AS ... Default extension = .mp4

Caution with the weight ! A short test, less than a minute and about 6 Mb for the video ...

9 Ink equation

e INSERT Tab — SYMBOL Group

P A L - Lo/

n=1

Pythagorean Theorem

Quadratic Formula

Taylor Expansion

[#] Ink Equation
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| Math Input Control

Preview here

ps
Ul
¢)
o

OS24

/v S X

Write Erase Select and Correct Clear

Insert Cancel

If you do not draw nicely .... you'll get a bad understanding !.

The ERASE button (eraser) : you can erase and draw again
The CLEAR button (cross) : caution ! EVERYTHING is removed

The SELECT AND CORRECT button : you select the +#| Math Input Control
badly understood part and a list of suggested
corrections is displayed (here a problem with an equal /

sign) : 92

Click on the INSERT button
The result is a standard object

(Greek Capital Letter Sigma)

(Latin Capital Letter [)

Managing : the DESIGN Tab

(Greek Small Letter Pi)

L |

(Plarncl (O anstant Cheer Twen PO
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A SPECIAL FILE :

PHOTO ALBUM







Caution : the name of the command might give you the idea that it has nothing to do with
business purposes but rather with holidays and family snapshots .... Not at all. This very
handy feature will give you the possibility to create a presentation directly based on a set of
picture files, instead of inserting them one by one.

e INSERT Tab — ILLUSTRATIONS Group — PHOTO ALBUM Button.

The command is available even though there might be no active presentation and if there is
one, it will systematically create a hew presentation

= l-_‘ =~

0 ke w &5 T

ures Online Screenshot Photo | Shapes Smartdrt C
Pictures = Album ~ 2

Images =] Mew Photo Album...

O -

The following dialog box will be displayed to select the picture files and set how they will be
placed on the slides (fit to slide ? 1 or 2 pictures per slide ? with a caption below ? ...)

Photo Album ? >

Album Content

Insert picture from: Pictures in album: Preview:
Eile/Disk... 1 audi-ag-1-face
Insert text: 2 audi-a6-2-de-cté
S 3 audi-af-4-moteur
= 4 audi-aé-5-volant
Picture C_"’““”" _ 5 audi-af-6-siéges-avant
e e £ audi-ag-T-banquette-arriére
[] ALL pictures black and white 7 audi-a6-8-coffre
2 Remaye
Album Layout
Picture layout: v

Frame shape: | Rectangle v

T
Theme: Erowse... -ﬂ

Cancel
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Here below the result : we chose to present each picture on one slide, with rounded corners
and the file name as the picture caption)

Photo Album

by Jaci De Nardo

Modifying later on : select the EDIT PHOTO ALBUM option at the bottom of the PHOTO
ALBUM button drop-down menu. The previous dialog box will be displayed and all settings
can be changed and the presentation will be updated accordingly as the CREATE button will
change to UPDATE (caution, the option is not available if you are in Slide Sorter view).
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THEMES AND MASTERS :

ADVANCED FUNCTIONS







1 Custom theme

Il.l You create the company’s theme — the one that will be used for corporate

templates

Usually the person in charge of the company’s theme will first prepare a colors/fonts

scheme that will meet the company’s needs :

e At the bottom of the colors or fonts set galleries, click on the CUSTOMIZE COLORS /

FONTS ...
¢ Change as necessary and save THE SCHEME

The dialog box does not mention it but the scheme will be saved in one of the THEMES

subfolders and bear the .xml extension

Create Mew Theme Fonts ? >
Heading font: Sample

Gill 5ans MT w Titre "
Eody font: Corps de texte corps de texte corps

Gill Sans MT ~ | | de texte corps. hd

Mame: |Custom 1

Do not leave the name on
Custom 1 but name it properly

The fonts scheme displays 2 fonts, one for the titles and the other one for the body text (bulleted text,
text typed into drawn shapes ...). Why only 2 ? Because professionals advise not to use more than 2
fonts when working with documents, whether presentations or Word docs.

Create New Theme Colors ? *

Theme colars Sample

Text/Background - Dark 1 | [l

L |

Text/Background - Light 1

L |

Text/Background - Dark 2 | (I

L |

Text/Background - Light 2

L |

Accent 1 -
Accent 2 hd
Accent 3 hd
Accent 4 -
Accent 5 -
Accent & -
Hyperlink -
Followed Hyperlink o -

Mame: | Custom 1

Beset Cancel

As you can see there is no
option to save a new effects
scheme (although the
corresponding folder does
exist)
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The first 4 colors

They correspond to the four possible background colors and are displayed in the Background Styles
gallery. It is important to know that when you apply one of those background colors, PowerPoint
automatically selects one of the other Dark / Light colors and assigns it to the titles, bulleted texts and
also lines for graphic objects such as a chart (X and Y axis and their labels for instance). This is to ensure
a good readability. The Light 1 color is also often the default color for any text typed into a drawn
shape.

Accent1to 6
It corresponds to the preset « sequence of colors » when PowerPoint needs to apply several colors as
for Excel charts, SmartArt and so on.

Accent 1 is also the default fill color for drawn shapes. The same color — slightly darker — is used for
the border color of drawn shapes.

Hyperlink et Followed hyperlink

« Followed » corresponds to what happens when you consult a web page from a Google search
result : when you follow the link from the Google window the link is displayed in blue, then when you
revert to Google, the same link is displayed in violet. Same principle.

The colors or fonts scheme is saved as an .xml file and stored in one subfolders or the main THEMES
folder (see next screen capture)

Then this person will save the 3 elements as a theme
e Inthe themes gallery, select the SAVE CURRENT THEME option

<« Utilisateurs > Jael » AppData » F‘Taming » Microsoft » Templates » Document Themes »

[E save Current Theme x
4k <« Templates * Document Themes » v 0 Rechercher dans : Document ... ©
Organiser - Mouveau dossier == - 9
¥ Bureau & MNom Modifié le
o .
E| Documents Theme Colors 23.10.2016 16:45
| Images Theme Effects 22.05.2014 11:54
J’! Musique Theme Fonts 1411:54
J Téléchargements ) OfficeDoc.thmix I 1014 16:36
B Vidéos IZ Official-10C.thmx 07.05.2014 07: 11
e Windows (C:)
DATEN (D) .xml files for the color and font schemes
== video (\VWDISKSTATION) (V:)
v o« >
File name: | -
Save as type: | Office Theme (".thmx) ~

Auteurs: Jael De Nardo Mots clés:  Ajoutez un mot-clé

» Hide Folders Tools - Cancel

Note : the above folders are hidden by default. Therefore, they appear when you save the
files but will not be displayed in the Windows Explorer.
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Then this person will make sure that the theme will be applied to the “corporate”
PowerPoint templates (.potx)

|1.2 You use a PowerPoint template containing a custom theme

Normally, you should not bother about anything as the theme will be contained in the
template and should meet your needs ...

But it is nevertheless important to know what the notion of theme implies for the “end-user”. It
works like matriochka dolls

File containing a The theme is embedded in the file (this is not visible).
custom theme (move The theme is not available in other presentations
to another The theme is not available in Word or Excel

workstation, received
over the mail, based
on a template ...) * Simply save it and it will become available !

The theme is saved Reminder : at the bottom of the themes gallery, option Save
as a .thmx file Current Theme. Folder is always on the C drive.

The theme is available for all Office programs : PowerPoint
presentations but also Word or Excel files. It includes the
colors and fonts schemes

The colors and fonts schemes cannot be edited to be modified.
They are not displayed in the list of colors/fonts schemes..

The colors/fonts Reminder : at the bottom of the list of colors / fonts schemes,
schemes are saved option Create New Theme Colors/Fonts. The dialog box does not
as .xml files show the file extension nor the destination folder but it is one of

the theme subfolders.

The schemes can be edited : right click on the scheme, in the list
and option EDIT (only the custom schemes can be edited or
deleted). Also the .thmx file and the .xml files are not separate
entities, if you modify a scheme, the theme is automatically
updated.

# If you have created .xml separate files while not saving the theme, you will be able to edit the
schemes but they do not constitute a theme that will be displayed in the themes gallery. The
schemes will only be displayed in the list of colors/fonts schemes.

|1.3 Setting a default theme

When you create a presentation, the default theme is Office. But you may decide to select
another one (preset or custom) as your default theme. Consequently any new presentation
will use the new default theme.

e DESIGN Tab — THEMES Group — Right click on the required theme (the gallery displays
all preset themes but also custom themes) and select SET AS DEFAULT THEME.
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2 The Handout Master

To set global values related to printing the presentation.

e VIEW Tab -PRESENTATION VIEWS Group
Or Slide |Handout | Motes
SHIET + click on Master] Master |Master

Master Wiews

Presentation3 - FowerFoint Jael De Nardo 5l =

Handout Master Home |nsert Review View Add-ins  ACROBAT Q Tell me

Handout Orientation ~ Header Date .‘P"@. @ B
1] Slide Size -

[] Footer PageNumber Themes | Background Close

Slides Per Page - - - Master View

Page Setup Placeholders Edit Theme Close ~
H O B O~ -

| - T (R TR Y I - RO I e P O IR T O I = B IR R B O T PR R PR O | e

o Header 12.12.1016
o
@
B
e
r:
Handout Master  French (Switzerland) B = B T -—1 + 5% Ed

You can set in the HANDOUT MASTER Tab :

- The handout setup through the HANDOUT ORIENTATION button. Caution the SLIDE
SIZE button affects the slides and not the Master.

- The number of slides per printed page

- Which header & footer code should be printed.
Reminder : you can type the corresponding texts directly in the INSERT Tab — TEXT
Group — HEADER & FOOTER Button. On the other hand, here you can insert a logo,
replace the codes by your own custom text (on one or more lines) etc ...

- You can change the colors or fonts scheme (but not the theme itself)
- You can modify the handout background
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3 The Notes Page Master

To set global values related to the comments you can add to slides.

e VIEW Tab — PRESENTATION VIEWS Group

=

Shide Handout| Motes

Master

Master | Master

Master Views

Presentation] - PowerPoint Jael De Mardo
MNotes Master Home Insert Review View Add-ins ACROBAT
1\:' Header Date 5‘:' a
- ] Slide Image Body
Motes Page  Slide Themes Background Clase
Orientation = Size = Footer Page Number - s Master View
Page Setup Placeholders Edit Theme Close
= T 0o s

trgrragroadroaZzeradrra i driagriagaa

| Heder H H 12123006 |

B4t st Lioe? alyhas
Savend
Thsired hirwal
Faurth ksl
Fifth laved

R R I AR A A IR I R Y R TN R A [ AR ]

Motes Master  French (Switzerland) BH = B 7 -

Q Tell me

+ 4% [

Same as for the Handout Master :

SIZE button affects the slides and not the Master.

The notes page setup through the HANDOUT ORIENTATION button. Caution the SLIDE

- Show or Hide the master items as required : header, date, slide thumbnail etc ...
Reminder : the codes may be filled through the INSERT Tab — TEXT Group — HEADER &
FOOTER Button. Here you can insert a logo, replace the codes by your own custom text (on one

or more lines) etc ...

- Change the colors / fonts scheme (but not the theme). Only applied to the master

- Change the background. Only applied to the master

| The Notes Page Master

Page no 53




4 Applying more than one theme

Here below a presentation with a few « section », a theme per section :

Taxt cbject Tabie objsct
(Dormeiio  ebmickess || | T
e | ERmEE - —

Comeseronwime | - Soees memasey

Farace: ez azea S e
Tt g b awnneaws maws T

a =

e wmar Frop—— - e e e ey

I = o e S

AT ST e ramiem | e . [FEP—

e e e by tow 2

Laoms  Ta3 e 50T

Multimedia cbjsot (masia flis) Maraging chjeodc
- | » Sewce m vl ion 3 : Fine tuning

Atz = o | Thzeing | Haing trough e Seectan Sane

o e | Zeutan - ma e wean steg

frer | [y

| [ —

- ol 1 Eermat Taz
= L =
wcwaik e | o s
e -
et R bt gars
i

Animations Animating text objects
Advanced training

anirazare

=
m— g

21 22 23 * 24 *

Colorhd, maving ... how great !
Vs bt ..

n.m.”...:.:\.“n.o- |'I L ””J |'| . m!] ::::':::;f;;:“",

Training can be done on -

. Lt e
o EIEME -

Fun efiects Less common effects zon exit

|4.1 Applying

Display the theme gallery (DESIGN Tab)
Only one selected slide : click and the theme is applied to all slides.
You have selected a number of slides : click and the theme is applied to the selected slides.

You have selected a number of slides : right W FEReA ] | | =
click to display the following menu : Apply to All Slides
.|

Apply to Selected Slides

Aa Set as Default Theme
— Add Gallery to Quick Access Toolbar

# If the presentation has already more than one theme, the menu will show an additional option :
APPLY TO MATCHING SLIDES. It will make sure that the required theme is applied to all slides
of the same current theme (to avoid selection).

# The menu can also display an option to delete the theme in case it has been downloaded from
Microsoft Office Online.
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|4.2 Modifying the masters

Usually applying more than one theme is only the first step. But rarely will you find the result
fully satisfactory and you’ll want to work on the placeholders’ position on the slide, the title
font size or color, the default bullets and so on. So, you will probably show each Slide Master
and modify as required through VIEW Tab — PRESENTATION VIEWS Group — SLIDE
MASTER Button. The usual left pane will display each master and its sub-masters

Modify as required always checking which is the active master when you make any kind of
modification ...

# Language : the master codes remain in the source language. No automatic translation ...

|4.3 Preserving a master

What should PowerPoint do when after some modifications in the presentation, no slide
relate to a given master ?

By default, PowerPoint removes the master.
Unless you have set that it should be preserved

e Select the master to preserve

¢ In the Slide Master, click on the PRESERVE button. It will add a paper clip icon in front
of it to indicate that it is a preserved master :

5 Renaming a layout or “sub-master”

All sub-masters can be renamed as required.

Select the required layout and click on the RENAME button (also right click of course).
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6 Creating a new Slide Master

Instead of applying a new theme to a range of selected slides, you may choose to create a
new default Slide Master and manually customize it.

e Your position in the master pane is indifferent

e SLIDE MASTER Tab — EDIT MASTER Group — |i= ®opekte
| =

. =3 Rename
Insert Slide | Insert
Master |Layout [+ Preserve

Edit Master
Or right click the master and same option
e PowerPoint adds a new Slide Master 7 =
after the last one. This new master is 0 :

automatically preserved (paper clip icon
in front of it)

7 Creating a presentation template

Prepare the presentation so that it can be used as a template. You can choose to keep some
slides or delete all slides to only work with the Theme and the Slide Master.

I?.l Using a standard (.pptx) presentation as a « template »

A standard presentation can be turned into a template. You will retrieve contents, a few
slides ...

This is particularly appropriate for personal templates or shared by a small team

Create :

Save the presentation as usual. Give it a name that indicates to others that it is to be used as
a template.

Use (from the Explorer)

Right click the presentation
Option NEW
PowerPoint creates an unsaved copy of the presentation
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Advantages You work with «standard » files
No constraint about extension or destination folder

Disadvantages Un bit dangerous as a File — Open will open the source file and
overwriting will be possible. You may add a password to the file —
which will secure it — but every time you will create a new
presentation based on the source file, the password will be required.

Can eventually become irritating.

|7.2 The « *.potx » templates

The suggested or recently used Microsoft templates are displayed when PowerPoint is run or
when you select a FILE — NEW. But no visible access to custom or corporate templates. The
Microsoft templates are stored at the following address :

« Windows (C:) » Utilisateurs » Jael » AppData » Roaming » Microsoft » Templates

This path can be checked — and changed if necessary in WORD : FILE - OPTIONS —
ADVANCED Category — Right at the end of it : GENERAL Zone - FILE LOCATIONS Button —
USER TEMPLATES Row.

Note : this path was the default storage address for custom templates in previous versions.

|7.3 The user custom templates

7.3.1 Saving

e Prepare the content of your template

e Save the file — in fact the destination folder is indifferent (Documents will do well). But
important : select the templates extension (.potx). The following folder will be
automatically displayed and created :

<« Windows (C:) » Users ¢ Jael ¢ My Documents ¢ Custom Office Templates

You can create as many subfolders as necessary to « sort out » your templates.

In the main folder No sorting out. The templates will be displayed when you
click on Custom Office Templates

In a sub-folder When you click on Custom Office Templates, the sub-folfers
will be first displayed

# You can even save standard files (with the normal .pptx extension) in the main folder or any sub-
folder. It will work just the same.
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7.3.2 Creating a new presentation ... based on a template

¢ When you run PowerPoint or through FILE - NEW

FEATURED CUSTOM £} Home » @-Theme-Workshops

Short reminder on the Basics

v

Custom Office
Templates Advanced-2010-English-ToDo

ratio 16-9 *

Select the template
A new unsaved presentation will be created, with the template’s content.

7.3.3 | want to set a custom folder

e FILE — OPTIONS — SAVE Category

Default local file location: ChUsers'Jael\Documents

Default personal templates location: | ChUsers\Jael\Documents\ Custormn Office Templates',

Set the path

The new path will only affect the current program. If the Custom Office Templates has been
left for at least one program of the Office group, it will be displayed.

|7.4 Corporate templates

As for Office previous versions : it is the path set in Word :

e FILE — OPTIONS — ADVANCED Category — At the bottom : GENERAL section - FILE
LOCATIONS Button - Workgroup Templates Row

Prepare your template as previously explained
The folder set for Workgroup Templates will be displayed when you click on the CUSTOM
button.
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REVIEW

(spelling, thesaurus, comments ...)







REVIEW Tab

ABC ¥ fim
v 1Q % AT | LS E=
Spelling Research Translate Language Mew Show
- - Comment Comments -
Proofing Language Comments

1 Spelling

A feature similar to the Word spell check that you certainly know. A brief reminder :

Spelling starts from your active position on the current slide
Here below the dialog box :

Spelling v X
domote

Ignaore lgnore All Add

dermote
do mate
demoted

demotes
Change Change Al

demote =
= downgrade
= relegate

= devalue

The options are rather clear.

2 Thesaurus - Translate

e Select a word
e Click on the THESAURUS / TRANSLATE button
e The SEARCH pane will be displayed at the corresponding category.
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THESAURUS

Thesaurus v X

IZT}E:-_‘_ZI | Imre|

4 darling (n.) -
darling

dear

dearest

sweetheart

honey

sweet heart (Dictionary Form)
affection (n.)

affection

adoration

friendship

tenderness

feeling

fondness

devaotion

passion

ardor

armrhie

You may select the thesaurus from the
drop-down list

TRANSLATE

[ 7

[lew
Comment

Translate Language

- -

Translate Selected Text

W
835 Translate the selected text into a different
language

R Mini Translator [English (United States)] '

835 Pause on words or selected paragraphs
for a quick translation

Choose Translation Language...

Research M

Search for

love E
Translation i
€ Back |~

4 Translation

Translate a word or sentence.

From | English [United States) -
To | French [France) W

Translaticn options...

4 Bilingual Dictionary
4 love

]

1. Ao amour masclm i1 fEaniE zéro masoulimg
be in loveétre amoureux { withde); fall in
fove tomber amoureux [ withde); make fove
faire I'amour { feavec); pes, mry foveoui mon
amaour
2. fransitive verb aimer; wine, musicadorer;
love te do semethimgaimer faire something
4 Can't find it?

Try one of these alternatives or see Help for hints on
refining your search.

Other places to search
Search for ‘love’ in:

ECy, All Reference Books

ECy All Research Sites

@ Get services on Office Marketplace
Eqy, Research options...
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é%b N

Translate Language

L7

Mew

When the Mini Translator is active, you
simply point a word and a tooltip will
display its translation

- -

Comment

Translate Selected Text

]
835 Translate the selected text into a different
language

According to the language set in CHOOSE
TRANSLATION LANGUAGE

¥ & Mini Translator [English (United States)]

=
835 Pause on words or selected paragraphs
for a quick translation

Choose Translation Language...

Point the word — the tooltip
is transparent — roll over
the mouse and the tooltip
becomes solid :

Bilingual Dictionary

chat (1)

[ 3] mascudine cat

chat (2)
[t[at] mascwdine 1T TERM chatroom; conversation (onling) chat
Q 2,

Le Criacescaains son praret

(Research Pane — Copy — Play — Stop — Help — Update Services)
CHOOSE TRANSLATION LANGUAGE

Set the language for the Mini Translator and also the language for « standard »
translations

3 Language

T‘ﬁ-‘%

[ 7

Language Mew
i Comment

o
(54
L

°¢ Set Proofing Language...

Language Preferences...

|3.1 SET PROOFING LANGUAGE

To assign a different language to all or a portion of the presentation
Contrary to Word, there is not automatic language detection in PowerPoint

It is not possible to select more than one slide and assign a language to all their text objects.
At best : slide by slide, selecting all the slide objects (Ctrl + A).

You may assign a given language to the whole presentation only if you select the
presentation text in the Outline pane (Normal mode) — a Ctrl + A will do so.
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Select the object(s) and click Lsnguage 2 %
on LANGUAGE — SET

PROOFING LANGUAGE Mark selected text as:

A:; English [United States) LS

A:f French (France)

French (Switzerland}

Set the required language Afrikaans

Albanian
Alsatian (France] W

The speller automatically uses dictionaries of the selected
language, if available.

|:| Do not check spelling

Default... Cancel

If the language is not on (the ABC icon is missing), you can add it through : START button —
Programs — Microsoft Office — Microsoft Office Tools — Microsoft Office 2007 Language
Settings. But caution, usually this can be done with no problem if you have installed Office on
your computer, but it might be quite different if working in a network configuration. In the
latter case, the corresponding files have often not been installed and the languages can
therefore not be activated. Contact your IT manager.

Do not check spelling For the active selection only

Default As a message tells you, the language is applied to the
active presentation and to any new one. Consequently
you change the language for PowerPoint (not for Office
and not just for one presentation).

# You may also click on the language information on the status bar (simple click). Caution,
depending on the selection, this information might be missing.

|3.2 LANGUAGE PREFERENCES

To set the language used by proofing tools (spell check for instance)
A bit odd : you can turn on German or Spanish free but you cannot turn on Italian (you need

to purchase this language ... follow the instructions)

Also to set the display and help languages (menus and dialog boxes). A new language costs
€ 27 — Follow the instructions.

|3.3 Working a presentation that has been created using another language

e The layout name remains in the creation language. If you wish you may rename each
one of them.

e The text in the Slide Master (main master or layouts) remains in the creation language.
This does not interfere when inserting new slides. But if you wish to give the
presentation a full language harmony, you may type manually over each text.

e Text objects on existing slides remain in the creation language

| Language Page no 64




e Creating a new slide : the « prompt » text will be displayed in the current language and
not in the creation language. La language automatically assigned when you type text will
correspond to the PowerPoint current default language. This implies that when you have
finished working on this presentation, you should select the entire Outline and re-assign

the creation language.

What has been said previously means that working with a French PowerPoint and having to

create an English template is a bit complicated ...

4 Comments group

|4.1 Comments Pane

E | B

Cormpare ~
Comments -

« Comments Pane

v Show Markup

Or

Top right of the PowerPoint window

|4.2 Inserting a comment

e Select the required
position in the slide

o Click the NEW
COMMENT button
(REVIEW Tab or the
NEW button at the top of
the COMMENTS PANE)

Comments i
* J

# . New 7

4 Jael De Nar... A few seconds ago

el Skijumping in Lillehammer
I 1994 Winter Gamnes

|4.3 Navigation

e REVIEW Tab -

the following (_I_—pJ _)|j

Mext

buttons : Previous

The following buttons inthe &7 /27
COMMENTS PANE

| Comments group
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|4.4 Deleting

)I;;J .(_lj -)lj E Click inside the comment

Delete Previous Mext Show Compare Accept + - >
< Comments = +) New V[
77 Delet \
) Qelete 4 Jael De Narde 4 minutes ago Q'{/
B3 Delete All Comments and Ink on This Slide m
! ’_E‘; Delete &ll Comments and Ink in This Presentation

|4.5 Answering

Comments v X

¥ New B |27

4 Jael De Nardo 6 minutes ago
Ski jumping in Lilleharmmer
Nt 1994 Winter Games

Laur.. A few secondsago
gall Mo skier jumping on the
picture ... Could you
provide one with
someone actually

jurnping 7

Reply...

# Same access if you right click
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SPECIAL FUNCTIONS

RELATED TO FILES







1 Protection : password to open, to modify and
mark as final

Il.l Protection to open and to modify

o Display the SAVE AS dialog box
e Click on the TOOLS button (next to the SAVE button) and select GENERAL OPTIONS.

General Options ? x

File encryption settings for this document
Password to open:
File sharing settings for this document
Password to modify:
Privacy options
|:| Eemove automatically created personal information from this file on save

Macro security

Adjust the security level for opening files that might
contain macro viruses, and specify the names of trusted
macro developers.

Macro Security...

Cancel
Password to open The file cannot be opened if you do not know the
password.
Password to modify You can open the presentation without knowing the

password but it will be automatically in read-only. To save
your modifications, you will have to save the presentation
with a new name or into another folder.

Remove automatically To remove information contained in the file PROPERTIES
created personal ... (name of the author for example)

I1.2 Mark as final

The presentation can be opened but all editing commands will be turned off

e FILE—-INFO - PROTECT PRESENTATION - MARK AS FINAL
o  PowerPoint will prompt you to first save the presentation. Accept
e Adialog box will tell you that all editing commands will be turned off

e The following icon will be displayed in the status bar ceriand] %

Marked as Final

The Message Bar tells you about this « protection » but provides an EDIT ANYWAY
button to force editing and remove this attribute.
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2 Special saving and exporting

I2.1 FILE — INFO — COMPRESS MEDIA

This options will be displayed only if the presentation includes at least one video

y ¢
)
F

Compress

Media ~

i
~

Media Size and Performance

Save disk space and improve playback

* Reminder : you can compress
pictures individually (PICTURES
TOOLS — FORMAT Tab —

performance by compressing your media files.  ApjysT Group — COMPRESS
Compression might affect media quality. Button)

PO

Presentation Quality
Save space while maintaining overall
audio and video quality.

¢ Internet Quality
&, Quality will be comparable to media

which is streamed over the Internet,

“ition are 6.3

erformance Compressing will be important if

you think of converting the
presentation into a video ...

{ for improved

“umx“ Low Quality sions of

)

A % Use when space is limited, such as zurrent file
when sending presentations via e-mail, atures,

, diagrams, and

I2.2 FILE — SHARE — PRESENT ONLINE

2.2.1 Through Skype Business (default proposition)

Present Online

@ Skype for Business
Present the slide show in Skype for Bu...

-

Present in a Skype Meeting or

conversation

Provides the full slide show experience in Skype

for Business including animations, audia, and

multimedia

Attendees can annotate and interact with the

slide show

Present
Online

*

Present this Slide Show in a Skype Meeting

Choose a Skype Meeting to show this presentation in:

Start a new Skype Meeting

You are prompted to connect to
Skype Business if not already active ...

CANCEL
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Join Meeting Audio

* Use Skype for Business (full audic and video experience)

Call me at:

Don't join audio

Don't show this again

FYL: Find these settings in Options under Phones,

Arréter le partage

oK Cancel
= | Conversation {1 participant)
PARTICIPANTS x ..
1 participant
Présentateurs (1)
@ Jael De Nardo E] & O M

Inviter plus | Actions des participants |

PowerPoint 2016

Formation de base

Les essentiels pour
créer une
présentation
simple et efficace

4 DIAPOSITIVE 1 SUR 21

" & 2

Everything works 100% : animations, videos etc ... videos ...

All you have to do is add participants ... (INVITE MORE PEOPLE).
The rest works as with a normal Skype Meeting

[ oot
Al 226 lco

Jael De Nardo

oo MINIATURES = MNOTES

| Special saving and exporting

Page no 71




By default, the presenter manages the Slide Show (automatic synchro with the participants)
But if the presenter quits, the participants can still carry on viewing the presentation

But the Skype Window offers various possibilities to interact
Conversation (2 Participants)
‘& 2 Participants Al s02  &F

Privately viewing: FR-Nouveautés-liste de consignes.ppti Return to Presenter's View Take Owver as Presenter

s .

MEDIA
* FICHIER — PARTAGER — PRESENTER EN LIGNE

* FICHIER — EXPORTER
— Créer une vidéo
— Package de présentation pour CD-ROM

Jael De Nardo

SUDE11 OF 11 » 00 THUMBNAILS = NOTES

Can't hear? Turn up your volume.

If a participant takes over (manual advance from his/her screen), the Slide Show is
desynchronized. He or she can re-synchronize with the presenter by clicking on the
RETURN TO PRESENTER’S VIEW.

Can a participant save a copy of the file 2 No. When he or she takes over, an edit button
(yellow square on the screen capture) will be displayed. At the bottom of the drop-down list of
options three dots that corresponds to MORE OPTIONS. A SAVE AS option is displayed but
the only possible extension is .xps. When opening the file, only a Viewer will be run. And if he
or she tries to rename the file with a .pptx extension, there will be an error message
displayed when opening it.
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2.2.2 When Skype Business is not available (2013 feature)

Present Online

. Office Presentation Service
HH

A Afree public service that allows others to see your slide show in a web browser

The presentation will be
published on a free Microsoft
service called OFFICE
PRESENTATION SERVICE.

The presenter must hold a
Microsoft account and accept
the Service agreement terms

The file is analyzed. If there is
a problem, a warning
message will tell you about it
before you connect.

Therefore make sure the file is
very "neat" : all linked files
must be in the same folder or
embedded in the presentation.

The presentation is prepared

Present Online

Office Presentation Service

The Office Presentation Service is a free, public service that comes with
Microsoft Office. You can use this service to present to people who can
watch in a web browser and download the content. You will need a
Microsoft account to start the online presentation.

Mere Information
Enable remote viewers to download the presentation
Media

L‘\‘ Attendees might not be able to see the media in this file because the
content is unsupported or the file size is too large. To optimize the
media, make sure you can make changes to the file. Otherwise remove
the oversized content by clicking Connect.

Optimize Media

More Information

By clicking Connect, you agree to the following terms:

Service Agreement

CONNECT CAMNCEL

As suggested : send the copied link to all the
participants (Outlook message)

Present Online

Cannecting to Office Presentation Service

Preparing online presentation: 77.0%

Present Online

Share this link with remote viewers and then start the presentation.

https://db3-broadcast.15.officeapps.live.com/m/Broadcast.aspx?Fi=
72b541bcch9242f0%5F41F42 c5d %2 D1 %2 D4d9e 3020%a19%
2D¥7088566fb0e2Epph:

E Copy Link

*E1 Send in Email...

START PRESEMTATION
CAMCEL
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On the recipient side when the link is followed

PowerPoint is run as a Web App in the browser window

LSaA ‘55 https://db3-broadcast.15.officeapps.live.com/m/Broadcast.aspx?Fi=72b541bcc69242f0 9%5F05d44 20 ¢ %:2D5d2c 92204427 %2 D869 %2 D041 b7 eb80f8 %2Ep

[ & Microsoft PowerPoint Web ... l ]
Fichier Edition Affichage Favoris Outils ?
% T Dani.. g Conf.. @ Viru.. @3 Fitn.. [ig Test.. @ Orth.. [ Prat.. § http.. £]INGE.. [ Astu.. £]0Fi.. @ Cath.. [ Ajou.. @ Bout.. ¥

If th_e Prese'm?-tic_)n has not stgrted yet, the La présentation va commencer... Merci de patienter.
participant is invited to be patient

The presentation is run No action is allowed from this side

If quit the Slide Show F5 to refresh

When the presentation ends A F5 to refresh will indicate

When the presentation is finished, the A F5 to refresh will show the following
presenter disconnects every participant message :

(X

Service non disponible
On the presenter side

The Slide Show can be run as usual : navigation, Presenter view (very handy) but note that
pen, highlighter ... are not available

The following tab will be displayed when the Slide Show is ended :

FILE PRESENT OMLIMNE HOME INSERT DESIGM TRAMSITIONS AMIMATIONS

y ] . . . u
E- ) EI_J Monitor: | Autormatic - Eﬂ L=
; = -

= = e
From From | Use Presenter View Share Meeting  Send End Online
Beginning Current Slide Motes~  Invitations Presentation
Start Slide Show IMonitors Present Cnline

Really finished ? Close the file or hit the END ONLINE PRESENTATION button

Microsoft PowerPoint
! Everyone viewing this online presentation will be disconnected if you continue. Do you want to end this online presentation?
End Online Presentation | Cancel |

The usual question : what does Microsoft do with the content ?

If you read the service agreement terms, you will see that Microsoft clearly states that the
contents remains yours and that all necessary steps will be taken to protect your privacy.

| Special saving and exporting Page no 74




I2.3 FILE — EXPORT

Export

Create PDF/XPS Document

'7_I N
[:\-j Create a Video

4T

o L¥!

| tel )
,

BOs Package Presentation for CD

% Create Handouts

PA‘ Change File Type

.

2.3.1 Create a Video

Create a Video

Save your presentation as a video that you can

burn to a disc, upload to the web, or email
Incorporates all recorded timings,
narrations, and laser pointer gestures

Presenves animations, transitions, and
media

9 Get help burning your slide show video to
DVD or uploading it to the web

Computer & HD Displays
P play: -

For viewing on a computer monit...

Don't Use Recorded Timings and...
*D@' Mo timings or narrations have be...

F

Seconds spent on each slides | 05.00 -

=

Create
Video

Select the required type of output

Including Timings or not

The output is a .mp4 file (it is a background save).

| Special saving and exporting

Page no 75




As mentioned above, 2 choices :

© The presentation has no timings
You must set a time span for the slides
The slides are recorded "as such"(with or without animation effects)

Inconvenient : the same number of seconds for each slide may not be appropriate for
your presentation.

® Your presentation has timings
The video will reflect your preparation.

The major inconvenient — and this whatever the choice —is sounds. In normal Slide
Show a long sound (piece of music for instance) stops when the next animated object
appears or when you switch to the next slide. When a video is recorded the sound full length
is recorded before anything moves on. So the slide remains on screen for 2-3-4-5 minutes !!

Caution : even if compressed, the final size is important : a test with an 11 Mb file ended up
with 33 Mb for low quality and 228 for presentation quality ...

2.3.2 Package Presentation for CD

Package Presentation for CD

Create a package so that other people can watch the
presentation on most computers,

This package includes:
Linked or embedded items such as videos,
sounds, and fonts

Any other files added to the package

|f;':'-)|

“d\
Package
for CD

Package for CD ? X

{ ';\J Copy a set of presentation to a folder on your computer or to a CD.
=

Mame the CO: | PresentationCD

Files to be copied

[ Advanced-2013-2016-English. pptx

Add...

Eemove

Copy to Folder... Copy to CD LClose
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Copy to Folder ? ot

Copy files to a new folder with a name and location you specify.

Folder name: | PresentationCD

Location: ChUsersiJael Do cuments’, Browse..,

The validity of the links is checked

Open folder when complete

You are prompted to confirm that the linked files are trustworthy before they are added to the

folder or CD content.

Destination computer can run PowerPoint : all the files are at the root of the folder / CD
Simply open the xxx.pptx file

Destination computer cannot run PowerPoint (not installed) :

e

Both the folder and the CD include a S PrecriationPackaoehiml
PresentationPackgage folder containing the following .html = ge
file :

(automatically suggested when you insert the CD in the drive)

Your browser will open the file in order to download the PowerPoint viewer

|
’ E PresentationCD

Full Training-US

Download Viewer

Next screen shows that if will be the 2007 viewer ...

l] PowerPoint Viewer 2007
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2.3.3 Create Handouts

Create Handouts in Microsoft

Word
Put slides and notes in a Word docurment Page layout in Microsoft Word
Edit and format content in Word W (@) Motes next to slides
Autornatically update slides in the handout [ (e

when the presentation changes i i
B= O Blank lines next to slides

=
(=" -
= () Notes below slides
—_—
Create [
Handouts () Blank lines below slides

O Outline only

QU g

Add slides to Microsoft Word document |

(@ Paste |

() Paste link |

OK Cancel

To create an outline (several slide & comments combinations or the outline only).

If you choose a combination that includes slides, you may link the Word file to the
PowerPoint file.

v

v
v
v

The link is done slide by slide.
If the two files are opened, updating is automatic when the PowerPoint file is saved.
If the Word file is later opened, a message prompting to update will be displayed.

It is always possible to later update through FILE — INFO — Properties — Last option at the
bottom
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1 Zoom

This tool can be a nice complement to the section functionality, explained at the beginning of
this documentation.

INSERT Tab — LINKS Group

foom

-

Summary Zoom

Il.l SUMMARY ZOOM

The presentation has no section. Nevertheless, it has what we could call chapters. These are
either introduced by a normal slide or by a section slide (in the screen capture below the
chapters are introduced by section layouts)

The Slide Sorter view is ideal but it is by no means an obligation

PowerPoint 2013 - 2014 Creafing a new presentafion

Section 1 : Crealing a
u standardn presentation

Buasic fraining

Creafing a new preseniofion
The essenfials to modifying the background
creaie a nice and Global setup

efficient presentation

Global seftings : Theme Gilobal seffings : Side Masher Advice from graphic professionals

* Thema an the DESIGH tab

- Display the masbar
= WARIANTS Tear-of for © -

= WIN your preseniclion b

* Lavel 1 should not b bigger or more & fiashy B Ban
» Ty to dierentiate kvl 2 rom leval 1, more than with
 oreset Indent.

* Create new layaut

The VIEW tab

- Rular
- Grdiinas
* Iooming
* Collor / Groyscale

Mavigating
P Creafing a new slide
rd Creafing commaon cbjects

b

8

= Normal viaw: bo work + ouliing ta 52 the fext
shuchora

= Shde Sorter view : greot fo manogs sides
* Nobes Poges view : Instead 1o loose poper nabes

| Zoom Page no 81




Insert Summary Zoom

it. At the end of that section, you'll automatically return to the Summary Zoom,

Select the beginning slide of each section. We'll use them to create a Summary Zoom slide, While you're presenting, select any section to quickly move to

*

FowerPolnt 2013 - 2014

. PowerPoint 2013 - 2016

Sibot 1mEing - Fice Mot

P —

[ 5. Global settings : Slide ...

2. Section 1: Creating a ...

|:| &, Advice from graphic p...

|:| 3. Creating a new prese...

Gicbal sange - hage Jaer | Header &
ey

- g = et e

SRR mATETE
M
| -

[] 4. Global settings : Theme

Saction 2
=
e
ll' [Fwarirg sermmar et

2 slides selected

Cancel

A dialog box displays all the presentation slides. Select the slides that represent the start of a
new chapter or section and click the INSERT button

4 Default Section

FowesFoint 2013 - 2014
Bz vsbaing
e wuserriak

cmare o rice and
aclert casartarion |

[Faering = mam pranareion
Maciing e backgrond
Skt saer

4 Section 2

The W st

- ot
[section 2 - e

- toaming
== - Cotor Gmapuccie
coasting @ new aisa

Coacting cemman sbiscn

-+ W e 2w 4T o e
ks

- Sl artar v s et ta Mgk dm

| Zoom

+ Wt P e e 0 e B

[ prem 1

Siobal mmtings : Tham

P Mubimudic object [mavie le]

Giobal siega -5

Monoging chjuct

P
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Each part has automatically been turned into a section and an introduction slide has also
been created :

Click to add fitle

Section 1: Creating a
« standardy presentation
Creating a new presentation

Medifying the background
Global setup

Navigating
Creating a new slide

Creating common objects

Section 3 : Fine tuning

Transifions
Slide Show
Prinfing
Managing files

o PowerPoint automatically retrieves the title text as the name for the section. A good idea
to check your titles before running the command.

The zoom tool will be active in the Slide Show. Click the first thumbnail and the section slides
will be displayed one by one, then there will be an automatic reverse to the summary slide in
order to click on the second thumbnail ... and so on.

|1.2 SECTION ZOOM

This option becomes available when there are sections already set in the presentation.
Consequently, the dialog box only displays the first slide of each section.

Caution : no new summary slide will be created, so prepare the destination slide before
running the command

Insert Section Zoom ? X

Choose the section or sections you want to insert. When you're presenting, select it to zoom to the corresponding section. At the end of the section,
you'll automatically return to the slide you zoomed from.

Fowarfolnt 2013 - 2014
I v
=== W

[] section 1: Default Section Section 2 Generalities Section 3: Objects

[

3 sections selected Cancel
(in the above screen capture : section slides but it is not an obligation)
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Thumbnails are automatically created onto the active slide :
This presentation will cover the following

points :

Transions

Set the thumbnails size and position. The rest works just the same way as for the summary
zoom.

Advantage : you can name your sections as you need

|1.3 SLIDE ZOOM

Preset sections or not ... is indifferent. SLIDE ZOOM is there to create one slide showing
thumbnails of other slides..

Caution : no new summary slide will be created, so prepare the destination slide before
running the command

The dialog box displays all the presentation slides :

Insert Slide Zoom ? X

Choose the slide or slides you want to insert. When you're presenting, select it to zoom to the corresponding slide.

N N N — S C— N e X
0] i Herebelowthe carsy..; [ 2. Audi [J 3. General view [] 4 Engine
I H ' !x

[ s. steering-wheel [ 6. Front seats [] 7. Back seats

baw® ;

e
[J 9. smart [J 10. Engine [] 11. Steering-wheel [J 12. slide 12

= E = v
Insert Cancel
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Make your choice. The thumbnails are inserted onto the active slide. Set their size and
position. Here below a slide that displays the steering-wheels of the cars discussed in the
presentation.

Various steering-wheels

Steering-wheel Steering-wheel

Steering-wheel

SLIDE SHOW :

e Click and automatic zoom out

e Click or scroll forward or Enter and the slides after the one corresponding to the
thumbnail are displayed one by one ... it does not go back automatically to the second
thumbnail !

e Scroll backwards and the slide zoom is displayed again and you can click on the next
thumbnail.

Seems quite awkward to me ... maybe | have missed out on something ?

2 Morph transition

This new transition helps you make smooth animations, transitions, and object movements
across the slides in your presentation. You can apply the Morph transition to slides to create
the appearance of movement in a wide range of objects, such as text, shapes, pictures,
SmartArt, WordArt, and charts.

To use the morph transition effectively, youl need to have two slides with at least one object
in common—the easiest way is to duplicate the slide and then move the object on the
second slide to a different place, or copy and paste the object from one slide and add it to the
next. Then, apply the morph transition to the second slide to see what morph can do to
automatically animate and move your object.

| Morph transition Page no 85




Here below 5 slides that have been duplicated (starting from the first one). Then | moved the
little character on the stairs. The Morph transition has been applied to the 4 slides following
the first one. In the Slide Show the audience will have the impression that the little character
goes up the flight of stairs. (but caution, it is still not precise as would a video shooting !)

o~

CII.

=

Advantage : this avoids to create several animations Motion path effects, which would be
quite complicated to set up and not so much satisfactory.

3 RECORDING Tab

Home Insert Design Transitions Animations Slide Show Review View Recording

lj- [2 =1+ (o m ‘D L@j

Record Slide  Apps and Auto-play Screen Screenshot Auto-play Auto-play  Export
Show - Quizzes Recording = Video  Audio~  toVideo

Record Insert Publish

No real new command but it shows all commands related to Media & Audio onto one tab
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4 A new library of icons

2 Qg (™

oto  Shapes| lcons pmarthrt Chart

mme -
Illustrations
*
Insert lcon ©
Peopl
90:el e People A
T ct
ec noo-gye.m electronics ° . o tene eens 'y e 'y
Communication - m = m LLi) ‘m ﬂ " “
Busingess
Analytics L §. * L] . [ ] . L4
[} nl
Commerce m m ﬁ h‘ Il"“ g ﬂ . tﬁ z.
Education
. .
e x m & 2]
Celebration
Faces

Signs and symbols

Arrows Technology and electronics

GO0 ODBasE<

Mature and outdoors

Animals

Food and drinks % E % e E @ @ m E, ﬂ

Weather and seasons

I meadimm —_

Cancel

The icon is downloaded from the Net and it is a picture

A nice way to avoid inserting symbols ...
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