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Introduction

Microsoft PowerPoint 2003 is a presentation program, which means that you create presentations that you
develop and show on your computer. Presentations are like slide shows, but no physical slides are necessary.
While almost all computer users are familiar with word processing programs and many know what a
spreadsheet is all about, many computer users have never used a presentation program.

All that is changing. The use of presentation programs is increasing geometrically. While design
professionals once created most presentations, presentation programs such as PowerPoint have now made it
easy for anyone to create an attractive, effective presentation in a few minutes. There are enough special
features—such as clip art, sound files, and animation effects—to help you create a professional-looking
presentation if you want to invest a little more time.

PowerPoint is the most popular presentation program available. PowerPoint 2003, an integral part of
the Microsoft Office XP suite, has been updated to provide greater ease of use and a number of new
features. Here is a partial list:

New design templates
Normal view as the default interface layout

Task panes to make commonly used commands more available

Numerous improvements in graphic capabilities, such as more flexible transparency, image
rotation, image compression, a new Clip Organizer, diagrams, and the ability to save anything on
your slide as a separate image file

More new animation types, including animation along a path and a timeline
New slide transitions

Multiple slide masters

Print preview

Document recovery and password protection

Improved web and HTML features

Smart tags to apply formatting and layout automatically (or let you reverse the feature)

More collaboration features

Whether you’re a new PowerPoint user or are trying to hone your existing skills, you’ll find plenty
about all of PowerPoint’s features and how to use them to get professional results.

What'’s Special About This Book

How to Do Everything with Microsoft Office PowerPoint 2003 covers all the features you need to make
using PowerPoint easy and productive, and then goes further to explain how to make your presentations truly
professional. It includes tips, shortcuts, and notes to give you the extra edge you need to create presentations
that communicate. Special How To and Did You Know boxes add information beyond the usual content of
a book on PowerPoint.

I have designed this book to include not only the specific features of PowerPoint 2003, but also a great
deal of information about designing and presenting slide shows that deliver the message effectively. You
will see information on the use of color, laying out a slide, rehearsing, and many other related topics that
directly affect the success of your presentation.
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Who Needs This Book

I have designed this book for beginning and intermediate users who are familiar with Microsoft Windows.
If you are just starting to use PowerPoint, How to Do Everything with Microsoft Office PowerPoint 2003
explains the basics of presentation programs and brings you through the creation of your first complete
presentation by Chapter 2. If you have already used PowerPoint but want to expand your skills, this book
provides you with everything you need to know about PowerPoint and about creating presentations.

This book starts out with the basics and then presents the rest of PowerPoint’s many features
systematically and comprehensively. If you read it from cover to cover, it will bring you to an
intermediate-to-advanced level of knowledge and skill.

How This Book Is Organized

The overall organization of How to Do Everything with Microsoft Office PowerPoint 2003 is from simple to
complex, from wholeness to specifics, and from start to finish.

Chapters 1 through 4 provide you with the basics you need to use PowerPoint. By Chapter 2, you know
how to create a complete presentation using the AutoContent Wizard. Chapter 2 also demonstrates how to
choose a background design and start a presentation from scratch. Chapters 3 and 4 explain how to edit a
presentation as well as format bullets and paragraphs.

Chapters 5 through 10 describe how to add graphics, tables, and charts to a slide, including how to work
with colors, borders, fills, and 3-D effects. I explain how to include repeating elements and how to make sure
that all the slides in a presentation have a unified appearance. Finally, I discuss animation, slide transition
effects, and multimedia—the use of sound and video.

Chapters 11 through 15 bring your presentation out of PowerPoint and into the rest of the world where it
must inevitably go. I explain how to incorporate data from other applications, how to develop a presentation
collaboratively, how to display a presentation on the Internet, and how to customize PowerPoint. I end the
book with two chapters detailing the actual presentation process, including how to time and rehearse your
presentation, use projection equipment, and actually deliver your slide show.

How to Use This Book

If you are a beginner, you should start from the beginning and read until you have enough information to
create your presentation. Try out the features as you read. If you need to create a specific presentation, start
creating it from the very first chapter. As you continue reading, you can improve and refine your
presentation, using the chapters that cover the features you need.

If you have used PowerPoint before but want to improve your skills and increase your knowledge, scan
the Note icons throughout the book because many of them highlight new features. You can then go directly
to the chapters that contain the topics you need.

How to Contact the Author

Please contact me if you don’t understand the material in the book or find any errors. You can contact me at
ellenfinkl@bigfoot.com. However, note that I can’t provide technical support for PowerPoint. Also, |
welcome you to visit my web site at http://www.ellenfinkelstein.com.

Have Fun!

PowerPoint is great fun to use! However you use this book, enjoy the process and the satisfaction you will
get from creating effective, professional presentations.



Create a
Presentation




This page intentionally left blank



Get Started with
Presentations




4 How to Do Everything with Microsoft Office PowerPoint 2003

How to...

B Get your message across
Open a presentation
View a presentation

Get help when you need it

Save a presentation

Microsoft PowerPoint is all about effective communication. PowerPoint gives you the tools
you need to create a professional-quality presentation. No longer do you need to spend big
bucks for a graphic artist or a slide bureau to create presentations for you. You can do it yourself.
This book provides extensive coverage of PowerPoint features that will help you whether you are
a beginner or an advanced user.

Get Your Message Across

Microsoft PowerPoint 2003 is a presentation program. A presentation program creates slide shows,
which you can then show on a screen or monitor directly from your computer. A PowerPoint file
is called a presentation, and the individual unit of a presentation is a slide. Each slide is equivalent
to a page, as shown in the slide show pictured in Figure 1-1.

PowerPoint 2003 is light-years ahead of the traditional individual 35mm slides or overhead
transparencies of yesteryear. For example, you can

B Add graphics, sound, music, animations, and short video clips to maximize your impact.

M Instantly make changes (as in any computer document).

B Animate text or other objects to emphasize your point.

B Create transition effects from one slide to another.

B Change the color scheme or background for an entire presentation or for a single slide.

B Add graphs (charts), tables, and diagrams to make your point visually and clearly.

M Create interactive and automatically looping slide shows—ideal when presenting at
conventions and/or using a kiosk.

B Save your presentation in HTML format and publish it on the Internet or an intranet.

M Create an autorun CD of your presentation that can play on systems with no PowerPoint

installed.

The purpose of a presentation is to communicate. Of course, you can also communicate with
your word processing documents. Even your spreadsheets communicate something from their
numbers. But in a presentation, the process of conveying the message is the point. You use
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words, art, shapes, color, sound, and special effects to maximize the effectiveness of your message.
It’s called multimedia, and it’s a hot, growing field. You may have never used multimedia tools
before, but with PowerPoint, you easily get professional results. And with a little practice, you
will soon be creating exciting, compelling presentations.

Because it is now so easy to create great presentations, the number of PowerPoint users has
skyrocketed in the last decade. PowerPoint presentations are everywhere, but customers, managers,
and peers expect an ever-higher level of professionalism in the quality of the presentations they see.

Open a Presentation

Opening a presentation, whether new or existing, is easy using the task pane that was introduced
in PowerPoint 2002. The old method hasn’t disappeared, though. The skills you learn in this

The Impact of Multimedia

Why use multimedia? A great deal of scientific research shows that visual aids and the
use of color significantly increase the amount of material your audience understands and
remembers. Moreover, presentations including visual aids and other multimedia effects
have been shown to be more effective in convincing an audience to take the course of
action suggested by the presenter. For full details, see Chapter 10: Use Multimedia.



6 How to Do Everything with Microsoft Office PowerPoint 2003

section don’t show up on your slides, but they do make your life a lot easier—and make creating
your presentation a lot smoother.

Start PowerPoint

The first step is to open PowerPoint. An easy way to open PowerPoint is to double-click a desktop
shortcut. If you don’t already have a desktop shortcut for PowerPoint, here’s how to create one:

1. Go to Start | (All) Programs | Microsoft Office and highlight Microsoft PowerPoint
(without clicking it).

2. Right-click Microsoft PowerPoint, and choose Copy.
3. Right-click on the desktop and choose Paste.
4. Double-click the shortcut to open PowerPoint.

Of course, if you don’t like shortcuts, you can open the PowerPoint icon by selecting Start |
Programs | Microsoft Office | Microsoft PowerPoint.

Use the Getting Started Task Pane

Once you have opened PowerPoint, you see the Getting Started task pane shown in Figure 1-2,
which segues you to the world of PowerPoint. The Getting Started task pane is one of several
task panes that help you complete tasks more easily.

The Getting Started task pane is new for PowerPoint 2003.

—

The Getting Started task pane has the following features:

B To open an existing presentation that you have recently used, click its name beneath the
Open list.

B To start a new presentation, click Create a New Presentation.

B To find templates on Microsoft’s web site, click Templates on Microsoft.com.

Click More under the Open list to display the Open dialog box, discussed in the next section.
You can use the top portion of the Getting Started task pane to search for information and news
on Microsoft’s web site.

When you click Create a New Presentation, the New Presentation task pane appears, shown
in Figure 1-3. The New Presentation task pane has tools for creating a new presentation, as its
name suggests.

The New Presentation pane lists five ways to start a new presentation:

B Choose Blank Presentation to start from scratch.



CHAPTER 1:

Get Started with Presentations

éseEstuted v x

Eﬁﬁﬁceﬂnline

]
l

* Connect ko Microsoft Office Online

Get the latest news about using
PowerPoint

Aukomatically update this list from the
web

Mare...
Search for:

| |

Example: “Print more than one copy”

Open - .

Charts for Presentations article.ppt
improving graphics.ppt

Flash in PP test.pps B

Flash in PP test, ppt
Devata in the Human Physiclogy. ppt
hyperbnk example.ppt

Jain our mailing list-2003 kest
wersion.ppt

Ch & examples. ppt
Cafeteria Plan.ppt

kj More...

|] Create anew presentation...  q—]

Recently opened
presentations

Create a blank presentation

FIClUI{=EYl The Getting Started task pane offers a simple way to open a presentation.

B Choose From Design Template to select one of PowerPoint’s many backgrounds
(templates). You can then start creating your presentation.

B Choose From AutoContent Wizard to get assistance in organizing the content, that is,

the text of your presentation.

B Choose From Existing Presentation section to choose an existing presentation and then
use it to create a new presentation file. This method is similar to opening an existing
presentation and choosing File | Save As.

B Choose Photo Album to create a presentation made up of photos or other graphics.

(See Chapter 5 for details.)

These options are covered in detail in Chapter 2, where you learn how to create a new

presentation.

]
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FIC{U{ZECN Usec the New Presentation task pane when you want to create a new
presentation.

When you’re done with the task pane, click the Close box if you need the space to see your
presentation. See “Use the Task Panes” later in this chapter for more information on task panes.

Use the Open Dialog Box

Another way to open an existing presentation is to click the Open button, shown here, to display
the Open dialog box, shown in Figure 1-4 using the Preview view. Locate your presentation in
the Look In drop-down list box, click the presentation, and click Open. Your presentation opens,
displaying the last saved slide and view so you can pick up right where you left off.

Use the Places Bar for Document Management

Down the left side of the Open dialog box are five buttons that can help you find presentations
and supporting files more quickly. Together, these buttons are called the places bar: The following
list describes each button:

B My Recent Documents This button shows the most recently opened presentations.
The History list is composed of shortcuts from the Recent subfolder, which is a
subfolder in your Windows folder. If you keep presentations and supporting files all
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HIClU/=NE” W Use the Open dialog box to find existing presentations.

over your hard disk, the History button can be a savior when you’re trying to find

a file fast. Don’t forget that the Home task pane also lists your most recently used
presentations. It doesn’t show as many, but if you can find a presentation there, you
can skip the entire step of using the Open dialog box.

B Desktop Click Desktop to display the shortcuts and files you have placed on your
desktop. Some users keep shortcuts to their current projects on their desktop so they
can open them immediately with a double-click.

B My Documents This button shows you the contents of the My Documents folder. In
this folder, you can collect the documents you are currently using for easy access. When
you first open PowerPoint, My Documents is the default folder for opening and saving
presentations. Unlike the Recent folder, you have to purposefully save and place files in
My Documents.

B My Computer The Open dialog box displays your drives so you can navigate to your
presentation from any drive from there.

B My Network Places This button shows you the contents of the network to which you
are connected (if any). You can then open a presentation from the network.
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Of course, you may organize your presentations in other locations. In that case:

1. Click the arrow to the right of the Look In drop-down list box.
2. Navigate to your presentation.

3. Click the desired presentation.

4. Choose Open.

Instead of steps 3 and 4, you can double-click the presentation to open it.

Use the Open Options

You have some hidden options for opening a presentation. Two of them are especially useful if
you are working on a networked computer. To use the new Open options, click the drop-down
arrow next to the Open button. You have the following options:

B Open Read-Only This option opens a presentation but doesn’t allow you to make any
changes. However, you can choose File | Save As to save the presentation under another
name or in another location. Use this option when you are working on a network and
someone else is currently working on the same presentation.

B Open As Copy This option creates a duplicate of the presentation you choose in the
same folder as the original and opens the duplicate. You can then make any changes
you need.

B Open In Browser With this option, you can open a presentation saved in HTML
format in your web browser.

Customize the Default File Location

If you often work from one folder, you may wish to make it the default folder for the Open and
Save dialog boxes. No longer will you have to navigate to your presentations and other files on
your hard disk or network. Whenever you want to open or save a presentation, your preferred
folder will be active in the dialog box.

To set the default folder, choose Tools | Options, and click the Save tab, shown in Figure 1-5.
In the Default File Location text box, type the path for the default folder you want. For example,
type c:\presentations. Click OK.

Use a Presentation from the McGraw-Hill/Osborne Web Site

If you would like to practice the skills in this chapter but don’t have a presentation to work with,
you can download a sample presentation from the McGraw-Hill/Osborne web site. Agentha.ppt
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HICUR{IWEN Customize the default location for saving and opening presentations.

is a simple presentation (about the advantages of investing in a fictional location) that you can
easily work with. Go to http://www.osborne.com and click the Free Code link.

View a Presentation

Understanding PowerPoint’s window and views helps you accomplish all your tasks more
quickly. If you are familiar with PowerPoint 2002, you will feel comfortable immediately.
If you have just upgraded from an earlier version, you will find some significant changes.

Look at the Screen

Figure 1-6 shows the PowerPoint screen and its elements. To understand the elements in this
figure, refer to the bulleted list that follows the figure.

11
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HICIUI=NEGN The PowerPoint screen. The Standard and Formatting toolbars have been placed
on two separate rows so you can see them completely.

The title bar tells you that you are in PowerPoint and displays the name of your
presentation.

The menu bar contains the commands you give PowerPoint.
The Standard toolbar contains many of the most often used commands.

The Formatting toolbar contains mostly common commands for formatting text.

The application Minimize button allows you to reduce the application window to a
button on the Windows taskbar.

The application Maximize button allows you to make the application window smaller.
Click it again to make the application window fill the entire screen.

B The application Close button allows you to close both the presentation and PowerPoint.
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The presentation Close button closes the presentation but not PowerPoint.
The Type a Question For Help text box allows you to type a question to find help.

The ruler helps you lay out your slide with precision and format text, especially
bulleted text.

The Slide pane shows the current slide.

The scroll bars let you move backward and forward through your presentation.
The Previous Slide button allows you to move to the previous slide.

The Next Slide button allows you to move to the next slide.

The Notes pane shows speaker notes that you have created.

The status bar tells you which number slide is displayed, as well as the total number
of slides, such as Slide 24 of 31. The status bar also displays the name of the design
template, or background.

The Drawing toolbar contains commands for creating and editing graphics.

View buttons let you change views. Views are covered later in this chapter in the
“Use the Appropriate View” section.

The Outline pane shows your bulleted text or thumbnails of your slides.

The Outline pane has two tabs. The Outline tab displays the text on your slide and is a good
way to organize the text content of your presentation. The Slides tab displays thumbnails of your
slides so you can quickly find the slide you want.

Get the Most out of the Toolbars and Menus

You use the toolbars and menus to tell PowerPoint what you want to do with your presentation.
When you first open PowerPoint, the Standard and Formatting toolbars are on the same row.

Some of the buttons may not have room to be displayed. You can click the down arrow at the
right of each toolbar to find them. A subtle grab bar at the left side of each toolbar enables you
to drag the toolbar to a new location.

—

If you put the Formatting toolbar on its own row, beneath the Standard toolbar, you
can see most, if not all, the buttons. You lose only a little real estate on your screen.

You can customize the toolbars any way you like. For further options, see Chapter 14.
The buttons on the toolbars are discussed elsewhere in this book, in their appropriate chapters.
For now, you just need to know these two simple features to make you a toolbar pro:

Adding or removing toolbar buttons

Displaying toolbars

13
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Add or Remove Toolbar Buttons

Follow these steps to add or remove toolbar buttons. To add other buttons or create your own
toolbars, see Chapter 14.

1. Click the down arrow at the right side of the toolbar. (The ToolTip says Toolbar Options.)

2. Move the mouse over the Add or Remove Buttons command, then over the name of the
toolbar. A list of possible buttons drops down. Buttons currently displayed are checked.
At the bottom of the list are other common buttons for that toolbar.

3. Click the button you want to add or remove.

4. Click anywhere off the toolbar to close the button list.

Display Toolbars

PowerPoint has additional toolbars that you can use. To display one or more of these toolbars,
just right-click any visible toolbar to reveal a flyout menu with a list of toolbars.

Standard
Formatting
Control Toolboo
Drawing
Cutlining

Pickure

Reviewing
Revisions Pane
Tables and Borders
Task Pane

Wisual Basic

Wweb

Wordark

Cuskomize, ..

To display a toolbar, click any unchecked toolbar on the list. To hide a toolbar, click any
checked toolbar. These toolbars are discussed throughout the book wherever they apply.

Use the Appropriate View

PowerPoint offers three ways to view a presentation. You choose a view based on what you are
doing. Using the appropriate view provides the frictionless flow you need to get your work done.



CHAPTER 1:  Get Started with Presentations

Most commonly, you change views using the buttons at the bottom-left corner of your screen,
just above the Drawing toolbar and the status bar. The view buttons are shown here:

Slide Sorter

Normal —» [E gg lEr<—Slide Show

If you are upgrading from PowerPoint 2000 or earlier, you’ll notice that Slide view and

Outline view are gone. Normal view takes their place.

If you want, you can choose a view from the View menu.

Use Normal View

Normal view, shown in Figure 1-7, combines a large view of an individual slide, speaker notes
beneath the slide, and your choice of an outline of the text of the presentation or thumbnail
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images of the slides along the left side of the screen. Each section of the view is called a pane.
Each pane has a scroll bar if it cannot display all the material so you can scroll to any part of the
presentation.

Text created in a text box is not included in the text outline. It is treated as a graphic
object. See Chapter 2 for details.

Use Normal view when you are creating or editing a slide, organizing and writing text, or creating
notes for the presenter to refer to when showing the presentation—which is most of the time!

—

You can resize any of the panes in Normal view. Place the mouse over a pane border,

then click and drag in either direction. For example, if you are working with the outline,
make the Outline pane wider.

Use Slide Sorter View

Slide Sorter view is quite different from Normal view. In Slide Sorter view, shown in Figure 1-8,
you see a miniature view of all the slides at once.
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Slide Sorter view is great when adding, deleting, and changing the order of your slides. You
can also add timing and transition effects from one slide to the next. Therefore, when you switch
to Slide Sorter view, PowerPoint displays a different Formatting toolbar, showing slide transitions,
animation effects, etc.

To quickly switch from Slider Sorter view to Normal view, double-click any slide.

—

For details on adding, deleting, and moving slides, see Chapter 3. Transitions and animation
are covered in Chapter 9, and timing is explained in Chapter 15.

Use Slide Show View

Slide Show view lets you look at your presentation like you would see it during an actual show.
As you can see in Figure 1-9, the slide takes up the entire screen.

Here’s where you get to see the results of all your labor! Use Slide Show view to evaluate
the results of your work and rehearse what you are going to say. Of course, you also use Slide
Show view when you actually deliver your presentation in front of an audience. Preparing for a
presentation is the subject of Chapter 15, but here are the basic techniques for moving around in
Slide Show view. It is important to know these techniques because there are no menus, toolbars,
or other obvious navigation tools.

B Press ESC to leave Slide Show view and return to your last view.

B Click the mouse to move to the next slide (or the next animation effect). When you click
the last slide, you see a black screen. Click again to automatically return to your last view.

=

Hararit

is located in Misgav, a beautiful,
serene and peaceful environment.

SICIU =B Slide Show view
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B Click the icons at the lower-left corner or right-click to open the pop-up menu. These
menus let you navigate to other slides, take notes or minutes, mark on the slide
(temporarily) with an electronic pen as you present, change how the pointer looks
and works, black out the slide, and end the show.

Use Notes Page View

To enter Notes Page view you need to use the menu; choose View | Notes Page. It’s helpful to
print out notes to use for reference while presenting. Chapter 16 gives details on printing notes
and handouts. Each page contains one slide and the speaker’s notes for that slide. Figure 1-10
shows a slide in Notes Page view.
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Notes are designed to support you as you present. However, you can also use them to write
notes to yourself as you create your presentation or to include comments on the presentation
for your boss, colleagues, or clients. Use your imagination, and you’ll find many uses for notes
in your presentations.

Move Around a Presentation

Quick navigation through a presentation is always the hallmark of a pro. Here are some techniques:

B To move to a different slide, simply click the slide if it is visible, either in Slide Show
view or on the thumbnail view of the Outline pane. You can also click the slide number
in the Outline view of the Outline pane.

B Use the scroll bar in any pane. For example, to scroll through slides, use the Slide pane
scroll bar. As you drag the scroll bar, a ToolTip tells you which slide you’re up to. Stop
when you reach the one you want.

B Use the Previous Slide and Next Slide buttons. (See Figure 1-6 earlier in this chapter.)

B Press CTRL-HOME to move to the beginning of the presentation and CTRL-END to move to
the end of the presentation.

Use the Task Panes

Task panes, introduced in PowerPoint 2002, place a set of commands and options in one location
to help you accomplish certain tasks more easily. PowerPoint 2003 has 16 task panes, several of
them new for PowerPoint 2003. Although the pre-2002 dialog boxes and menu commands still
exist, once you get used to the task panes, you’ll usually find them more convenient.

Choose View | Task Pane to open a task pane. The task pane you last used appears. To change
the task pane, use the down arrow at the upper-right corner and choose a task pane from the list.
The individual task panes are discussed throughout this book as their tasks are covered.

If your screen is big enough, you can drag the pane to the right of the PowerPoint
window and keep it open all the time.

Get Help When You Need It

No matter how familiar you are with PowerPoint, you will use the Help feature at some time or
other. You can access Help in three ways. This simplest way is to use the Help text box, shown
here. Click the box, type a question or a few keywords, and press ENTER.

Type a queskion for help -

You can also use the Office Assistant, an animated image with a place to type in questions
that is similar to the Help text box. To display the Office Assistant, choose Help | Show the
Office Assistant.
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To customize how the assistant works, click it, and click Options. To turn off the
assistant completely, clear Use the Office Assistant. Select the same box to turn
the assistant back on.

e—

Finally, you can use the Help menu to get help. Choose Help | Microsoft PowerPoint Help,
which is equivalent to pressing F1. The Microsoft PowerPoint Help task pane appears. Type a
question in the Search text box and press ENTER or click the arrow button.

Whichever method you use, you get a list of related topics. Click the topic that seems most
helpful, and the Help window opens.

At the bottom of the list of topics is a “Can’t Find It?”” heading, where you can find a link
that offers search tips and another link that takes you to the Microsoft newsgroups where you
can pose your question to other PowerPoint users. A second heading, “Other Places to Look,”
provides links that open the Clip Art and Research task panes and a link to Microsoft Office
Support.

To close Help, click its Close button at the upper-right corner of the Help window.

Save a Presentation

You should save your presentation often as you work. As you have no doubt experienced, your
computer system can crash or freeze—often destroying your most recent work. You should be
especially careful to save before you print, switch to another application, or leave your computer
to take a break.

PowerPoint 2003 (and all of Microsoft Office) contains a feature that helps save your
work when your computer crashes. When you open PowerPoint again, the presentation

e
is automatically displayed in a special Document Recovery task pane.

The first time you save a new presentation, PowerPoint opens the Save As dialog box so you
can name your presentation. Until then, your presentation is called Presentationl (or a higher
number if you have created more than one new presentation in a session). Figure 1-11 shows the
Save As dialog box.

Remember, organizing your presentations and related files such as graphic files, sounds, and
so on makes it a lot easier later when you need to find them. The following steps explain how to
save a presentation for the first time using the Save As dialog box.

1. Use the places bar to save your presentation in one of the standard locations. If you don’t
use the places bar, click the Save In drop-down list to navigate to the desired folder.
2. Type the presentation’s name in the File Name text box.

3. To save your presentation in another format, click the Save as Type drop-down box to
choose the preferred type of document.

4. Click Save.
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FICU{ZNBU The Save As dialog box

For a discussion of the places bar, see “Use the Places bar for Document Management,”
earlier in this chapter.

PowerPoint 2003 (as well as all of Office) uses the same file format as PowerPoint 2002. As
a result, you will find it easy to share presentations with colleagues who have not yet upgraded.

The Save as Type drop-down list offers a number of options for saving presentations, as
explained in Table 1-1.

File Format Options File Extension Description

Presentation .ppt The default.

Single File Web Page .mht or .mhtml Saves an entire web site in one file.

Web page .htm or .html Lets you display your presentation on the Internet.

HTML documents can be read by an Internet browser.
Drawing objects are converted to GIF files.

PowerPoint 95 .ppt Saves in PowerPoint 95 format; not able to be opened in
later versions.

PowerPoint 97-2003 .ppt Saves in a format able to be opened in PowerPoint 95

& 95 Presentation and earlier versions by including both 95 and 97-2003
formats.

IACIR=RBYE  File Format Options for Saving Presentations
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File Format Options

File Extension

Description

Presentation for Review

Design template

PowerPoint show

PowerPoint add-in

GIF (Graphics
Interchange Format)

JPEG (Joint
Photographic
Experts Group)

PNG (Portable
Network Graphics)

TIFF (Tagged Image File
Format)

Device Independent
Bitmap

WMF (Windows
Metafile Format)

Enhanced Windows
Metafile

Outline/Rich Text
Format

.ppt

.pot
.pps

-ppa

gif

Jpg

-png

tif or .tiff

.bmp

wmf

.emf

atf

Saves the original presentation plus changes so you can
incorporate changes made by others.

Saves the presentation as a template.

Opens, runs, and closes the show, and returns you to the
desktop when a presentation is saved as a show and you
open it from your desktop. If you open the file from
within PowerPoint, it opens normally.

Adds features to PowerPoint. (A third-party
supplemental program.)

Saves the displayed slide as a GIF file—a common
graphics format used on web pages. This format supports
transparent backgrounds.

Saves the file as a JPEG file. JPEG (also called JPG) is a
graphics format used on web pages. This format is best
for photographs and detailed images.

Saves the displayed slide as a PNG file. PNG is a
graphics format sometimes used on web pages. It
compresses and downloads well.

Turns the displayed slide into a bitmap graphic that you
can import into other applications. Scanned images are
typically in TIFF format.

Turns the displayed slide into a bitmap graphic that you
can import into other applications.

Turns the displayed slide into a graphic that you can
import into other applications. WMF is a vector format
and resizes well.

Turns the displayed slide into a graphic that you can
import into other applications. EMF is an enhanced
vector format that resizes well.

Saves just the text of your presentation with most of its
formatting so you can import it into a word processing
(or other) application.

NSRBIl  File Format Options for Saving Presentations (continued)

You also use the Save As dialog box (File | Save As) any time you want to save a copy of
a presentation under a new name or in a new location. If your presentation is a read-only file,
meaning that you cannot make changes to it, you also use Save As to save the file under a

neéw name.
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After the first save, click Save on the Standard toolbar to save your presentation. PowerPoint
saves only the changes you made since your last save. Saving only the changes takes less time,
but the size of the file is larger.

Save So You Can Find It Fast Next Time

As you know by now, good file organization is definitely an advantage when you need to find
your presentations, graphic files, text files, sounds, etc. The following tips provide efficient ways
to find your presentations.

Add a Presentation to the My Documents Folder

As explained earlier in the “Use the Places Bar for Document Management” section of this chapter,
you can use the My Documents folder to store files you use often. (For example, you might use
your company’s logo for every presentation you create.) The next time you want to open it, you
can use the My Documents button on the places bar to find it quickly.

Customize Where and How a Presentation Is Saved

By default, when you first save a presentation, the Save As dialog box opens with the My
Documents folder displayed in the Save In box. If you change the location, the presentation is,
of course, saved in your chosen location each time you click the Save button. However, the next
time you start a new presentation in the same session (without closing PowerPoint), the Save As
dialog box displays the last location you chose.

If you want the Save As dialog box to open with another folder of your choice, you can change
the default file location, as explained in the section “Customize the Default File Location,” earlier
in this chapter.

You can also specify a default file format for saving presentations. By default, PowerPoint
saves your files as PowerPoint 2003 presentations. However, you can save your presentations in
an earlier format. Choose Tools | Options, and click the Save tab. In the Save PowerPoint Files
As drop-down list, choose the file format you want.

Back Up Your Presentations

No discussion of saving would be complete without explaining the importance of backing up, or
archiving, your work. If you care about your work, back it up. While most computer users are
accustomed to backing up files to floppy disks, many presentations are too large to fit on a disk,
which holds a maximum of 1.44MB. There are many other options. Here are a few:

B Tape drives are fairly inexpensive and are large enough to back up an entire hard disk.

M Disk cartridges, such as those sold by Iomega (Zip disks) offer the convenience of a
floppy disk but have more capacity.
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B [fyou have a lot of presentations, a read/write CD-ROM drive lets you save your
presentations to a CD-ROM.

B Optical drives have a long life and resist accidental erasure. Use them for long-term
archiving, perhaps offsite.

B External portable hard drives ranging from 20 to 120 GB in storage allow quick and
affordable backup.

B If you have broadband access, web storage can serve as a secondary backup.

The main point is not to walk away from your computer at the end of a day without backing
up your day’s work.

Summary

In this chapter, you learned the basics of PowerPoint: how to open a PowerPoint presentation,
organize and find your presentations, view presentations most effectively, move around a
presentation, get help, and save a presentation. In the next chapter, you get started with actually
creating PowerPoint presentations.



Create Your First
Presentation
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How to...

Use the AutoContent Wizard

Choose a background design

Choose a slide layout

Structure a presentation

Write or import a text outline

Use placeholders for text

Place text in text boxes and AutoShapes
Create fancy text effects with WordArt
Eliminate spelling and style errors

Create a summary slide

Complete a presentation: tutorial

fter learning the basics of PowerPoint in Chapter 1, you are now ready to create a great

presentation. Creating a presentation involves a combination of preparing the text content
and adding visual appeal. In this chapter, I explain how to structure the content of a presentation.
You can also complete the quick tutorial to get a feel for the process of creating an entire
presentation.

Create Your Presentation

You can create a presentation in PowerPoint using four methods. Your choice should depend on
how independently you want to work:

B Use the AutoContent Wizard for professional help creating your text outline. This option
provides the most support and structure. However, as you’ll see, this method still requires
a good deal of work on your part to customize the presentation to your needs.

B Choose a design template to create a background. PowerPoint’s design templates include
not only backgrounds, but also text styles and color schemes. For the content of the
presentation, you’re on your own.

B Start with a blank presentation when you want to work from scratch and create both the
text and the background yourself.

B Use an existing presentation when you want to create a presentation that resembles an
existing one.

The New Presentation task pane offers you these four options in the New section. Refer back
to Figure 1-3 in Chapter 1 for an explanation of this task pane.
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Use the AutoContent Wizard

The AutoContent Wizard cannot divine exactly what you need to say. Rather, it provides a general
structure and suggested topics. Most professionals ignore it because, in most cases, a presentation
needs to be designed individually, rather than from canned content. Rarely can the AutoContent
presentations even come close to fulfilling your needs.

Then when should you use the AutoContent Wizard? The answer is when your needs loosely
match one of the presentations and/or you need a presentation on very short notice. Or you may
be the type of person who needs help organizing your ideas. Finally, you can use it as a learning
tool, a training exercise to help you ask the right questions and clarify how to unfold a mature
PowerPoint presentation. The complete presentations included with PowerPoint’s AutoContent
Wizard have been created by professionals to thoroughly cover a topic. You just need to replace
the text with the specifics applicable to your situation. PowerPoint offers the following topics:

M General Generic, Recommending a Strategy, Communicating Bad News, Training,
Brainstorming Session, and Certificate

B Corporate Business Plan, Financial Overview, Company Meeting, Employee
Orientation, Group Home Page, and Company Handbook

M Projects Project Overview, Reporting Progress or Status, and Project Post-Mortem
B Sales/Marketing Selling a Product or Service, Marketing Plan, and Product/Services

Overview

To start, click AutoContent Wizard in the New Presentation task pane to open the title screen
of the wizard. Click Next. On the next screen of the wizard, choose a presentation type and a
specific topic. Click Next. Here you see the topics available for the Corporate type of presentation.

AutoContent Wizard - [Business Plan]

Select the bype of presentation you're going to give

Al EiLis ar

—————————— Financial Overview
ation bype General Company Meeting
Employes Orientation

g Corporate Group Home Page

Company Handbook

Projects
ation options

Sales | Marketing

add... |

Remave |

Cancel | < Back |

Mext = | Finish |

Click Add to add an existing presentation to the list. You can use this feature to place in
the AutoContent Wizard boilerplate presentations or presentation outlines that you use
often. Click Remove to remove presentations that you know you will never use.
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The next screen asks you for the type of output, as you see here. Choose how you will display
the presentation to your audience to get the right size and format. Then click Next.

AutoContent Wizard - [Business Plan]

‘what bype of output will vou use?
+ On-screen presentation
" Web presentation
" Black and white overheads
" Colar overheads

ation options ™ 35mm slides

< Back | Mexk = | Finish |

Cancel |

The next screen offers you some specific options for creating the presentation, as shown
here. Enter a title for the entire presentation and any information that you want to appear on
each slide. You can change any of these options later.

AutoContent Wizard - [Business Plan]

Presentation kitle:

Items to include on each slide:
Footer:

Iv Date last updated

v Slide number

< Back | Mexk = | Finish |

Cancel |

PowerPoint creates an entire presentation once you click Finish. In Figure 2-1, you see a
complete presentation created with the AutoContent Wizard. The title slide has been customized
to suit the company’s needs.

Look at the outline in the Outline pane in Figure 2-1. It covers all the topics most companies
need for an employee orientation but includes no specifics. Once you have created a presentation
with the AutoContent Wizard, you need to edit the text for your specific situation and needs.
(Chapter 3 covers editing text.) Nevertheless, it is a complete slide show with text and background,
and may include other features such as footnotes, animation, etc. The slide show in Figure 2-1
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FIClU/{=2A W A complete presentation created using the AutoContent Wizard

includes today’s date and the slide number at the bottom of each slide. In addition, transitions
and animation have been added to the slides. (Chapter 9 covers transitions and animation.) You
can use the information in the rest of this book to finalize the presentation.

For creating a complete presentation quickly, there’s nothing like the AutoContent Wizard.
However, you will always need to customize your content.

Choose a Background Design

Let’s say that you don’t need any help with the text. You know exactly what you want to say
and may already have prepared an outline. (Outlines are covered in the “Structure a Presentation
from an Outline” section, later in this chapter.) In this case, choose a design template to create
a new presentation.

To create a presentation from a design template, choose From Design Template in the New
Presentation task pane and click OK. The task pane automatically switches to show you the
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The Importance of Design Templates

Design templates are backgrounds for your slides. A background comprises both a colored
background and design elements that appear on every slide. The template also includes other
features such as a color scheme, bullet design, specific fonts, and font sizes. You can also add
text animation to the template. Using a design template creates a unified look for your entire
presentation.

Many new templates are available from the Templates Web site.
w0 find them, scroll down to the bottom of the templates in the Slide
Design—Design Templates task pane and click the Design Templates on Microsoft.com link.

The truth is that if you hire outside professionals to make a slide show for you, they always
create a background design from scratch. However, you can often find an appropriate design
template that will give your presentation a professional look. Your choice of design template
has a powerful effect on the impact of your presentation.Chapters 5, 6, and 7 are packed with
helpful information and tips on graphic layout, color, and visual effects that can help you
decide the best design template to use. Refer to Chapter 7 for details on creating your own
design template.

Slide Design task pane, displaying currently used, recently used, and available design templates,
as shown in Figure 2-2.

Since PowerPoint 2002, you can use as many design templates as you wish, by applying
any design template to selected slides only. However, don’t go overboard! Stick to one
or two design templates.

——

Use the scroll bar to view all the design templates until you find one you like. As you pass
your mouse over a template preview, a down arrow appears. Click the arrow and choose one of
the options:

B Apply to Master Appears as an option only if you have more than one design template
in your presentation. Select a slide and choose this option to apply the design template to
all the slides using the design template of the selected slide. See Chapter 7 for a full
explanation of masters.

Il Apply to All Slides  Applies the design template to all existing slides in the presentation.
If all your slides use one template, you can simply click the desired template to apply it to
all the slides.
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B Apply to Selected Slides Applies the design template to a selected slide or group
of slides. You can select one or more slides in the Outline pane. If you are working
in the Slide pane, the displayed slide is selected.

M Show Large Previews Increases the size of the thumbnail previews so you can
see them better.

Use the Slides tab in the Outline pane to check the results when you are applying a

design template to slides. You can quickly see which slides are affected by the change.

: slide Design X

Design Templates
[z=% Color Schemes
&% Animation Schemes

Apply a design template:

Used in This Presentation &

Recently Used

[, Browse...

FIe{U{=2¥ 8 Use the Slide Design task pane to choose a design template.
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Start from Scratch

The third method of creating a new presentation is to start with a blank presentation. Choose
Blank Presentation from the New section of the New Presentation task pane.

The main reason to start with a blank presentation is to create your own background design
rather than use one of PowerPoint’s design templates. Once you have created a design, creating a
presentation from scratch is no different from using a design template. However, you can attach
one of PowerPoint’s design templates to your presentation at any time, using the Slide Design task
pane as explained previously. Chapter 7 outlines the steps for creating your own design template.

The blank presentation comes with a number of default settings, such as the size of the title text,
the type of bullets, and the color scheme. You can change these settings if you want to customize
the blank presentation template for your own needs. You might also want to add actual content,
such as your company’s logo. These changes will affect all future presentations that you create
using the Blank Presentation option. Here’s how:

Create any presentation with the settings and/or content that you want.
Choose File | Save As.

In the Save as Type drop-down list, choose Design Template.

In the File Name box, type Blank Presentation.

Click Save.

Click Yes in the confirmation message box that PowerPoint displays.

o, ONR=

Start a New Presentation from an Existing One

The fourth way to start a new presentation is to base it on an existing presentation. Follow
these steps:

1. Click From Existing Presentation in the New Presentation task pane.

2. Inthe New from Existing Presentation dialog box, choose the presentation you want to
use as the basis for your new presentation.

3. Click Create New.

You now have a new, unnamed presentation that is an exact duplicate of the original presentation.
If you find yourself in slide master view, click Close on the Slide Master View toolbar. Save the
presentation to name it.

Lay Out a Slide with AutoLayouts

Once you choose a design template or start a blank presentation, PowerPoint displays one slide
on the screen, usually a title slide, containing space for you to enter the title of the presentation.
You can start by designing this slide with its current layout or change the layout of the slide.
Also, for each new slide you create, you need to choose a layout. A layout—or AutoLayout—
specifies how the text, graphics, or other elements are laid out on the slide. PowerPoint comes



CHAPTER 2

Create Your First Presentation

with a large number of preset layouts that you can use. AutoLayouts are extremely helpful for
creating slides. Picking the right one is essential for a legible slide that communicates instantly.
Whether you are changing the layout of an existing slide or creating a new slide, you specify
the layout in the Slide Layout task pane, shown in Figure 2-3. This task pane automatically appears
whenever you create a new slide. To create a new slide, click New Slide on the Formatting toolbar.
The Slide Layout task pane offers the following choices:

M Title Slide Use this layout for the first slide of your presentation or for the first slide
of each section. It includes a heading and a subheading.

B Title Only As its name implies, there is only a heading. Title Only is best when you
want to create your own layout. For example, this layout is great for a large photograph

of your product.

: slide Layout -

Apply slide layout:

Text Layouts

Text and Content Layouts

W

[ Show when inserting new slides

HIelU/{=22 W Choose an AutoLayout in the Slide Layout task pane.
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Title and Text This layout structures your text in a bulleted list. Use this layout when
you have only a few items and the items need the full width of the slide. There is a
heading at the top of the slide. A bullet is a small dot or other shape that appears before
each item in a list. Look ahead to Figure 2-4, which shows this AutoLayout before any
additions have been made.

Title and 2-Column Text Use this layout when you have at least four items and each
item is short. There is a heading at the top of the slide.

Blank Use this layout if you like to work from scratch.

Content This layout provides a set of clickable icons that you use to insert a table, a chart,
clip art, a picture, a diagram or organizational chart, or a media clip—usually a movie/
video file.

Title and Content This layout is like the Content AutoLayout, but there is room for
a title.

Text and Content Several AutoLayouts offer various configurations of content icons.
For example, you can insert a picture to the left and an organizational chart to the right
of a slide.

Title, Text, and Clip Art This layout puts bulleted text on the left and a place for clip
art or any other graphic (that you provide) at the right. There is a heading at the top of
the slide. Professionals suggest that at least 50 percent of your slides should include
some kind of graphic. Chapter 5 explains how to add clip art and graphics to your slides.
There is also a variation that puts the clip art at the left and the text at the right.

Title, Text, and Chart Two layouts include bulleted text on the left and a chart (graph)
on the right, or vice versa. There is a heading at the top of the slide. Use the layout with
the text on the left when you will discuss the text first and then the chart, because it is natural
for the audience to look from left to right. Use a chart when communicating trends or
patterns in numerical data—such as annual sales over the last three years. Chapter 8
discusses adding charts to slides.

Title, Text, and Media Clip Two AutoLayouts offer bulleted text on the left and a
media clip placeholder on the right, or vice versa. A media clip includes various types
of digital sound and movie files.

Title and Table This layout lets you insert a table under a heading. Double-click

the icon on the slide, and a dialog box opens letting you specify the number of columns
and rows. Use a table when you need to communicate complex data and when a graph
is not appropriate. Chapter 8 covers tables.

Title and Diagram or Organization Chart This layout inserts a diagram or
organization chart under a heading. Chapter 8 explains how to create diagrams
and organization charts on slides.

Title and Chart This layout is just a chart under a heading. Use this layout when
you want the chart to be as large as possible and you don’t need any supplemental text.
If your chart is well designed, you often do not need any text beside it.
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. Click to add text

FIC{U {2 W A new slide using the Title and Text AutoLayout

Figure 2-4 shows a slide after choosing the Title and Text AutoLayout. Notice the two dotted
rectangles. These are called placeholders, and they hold the place for objects on your slide—in
this case, text. Other placeholders are used for clip art, charts, and so on. Later in this chapter,
in the “Add Text to a Presentation” section, I discuss how to use the placeholders to add text.

Complete the Presentation Structure

Once you have chosen a design template and an AutoLayout for your first slide, you can complete
the structure of the entire presentation in one of two ways:

B  Work in the Slide pane and enter text in the text placeholder(s), if any. Choose New Slide
on the Formatting toolbar to add a new slide. As mentioned earlier, the Slide Layout task
pane opens again to let you choose an AutoLayout. Then add text in the text placeholder(s)
for the new slide. Continue in this way until you have completed your presentation. You
can add graphics and animation as you work or complete the text first and go back to
work on the artistic parts.

B Work in the Outline pane and create a text outline for the entire presentation. PowerPoint
automatically creates new slides for you. Continue until you have completed your
presentation. You can adjust the layout later. Of course, you will want to add graphics,
animation, and so on.

The next few sections explain how to create outlines in the Outline pane as well as how to
enter text in placeholders.
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Structure a Presentation from an Qutline

It would be nice to create a presentation without having to type text in the text placeholders on
each individual slide. You can. In fact, the quickest way to create a complete presentation is to
type an outline of your text on the Outline tab of the Outline pane. Working with the Outline
pane is ideal for creating the text of your presentation because you can see most of the text at a
glance. This strategy lets you view the flow of ideas from slide to slide. You can easily rearrange
text later by moving it from one slide to another.

When you type your outline, PowerPoint automatically creates new slides for you as you work.
You immediately see the results in the Slide pane at the right of your screen. When you have finished
typing your outline, you have a complete presentation. All you need to do is refine it.

Bulleted text that you type in the Outline pane is placed in text placeholders. By default,
PowerPoint uses the Bulleted List layout.

Figure 2-5 shows an outline in the Outline pane. Note that the Outline pane has been expanded
by dragging to the right the divider between the Outline pane and the Slide pane. Work with the
outline to help you to organize and structure your entire presentation.
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Understand Outlines

An outline has levels of text, as shown in Figure 2-6. The level determines whether text becomes

the title of a slide or a bulleted item (also called body fext, because it makes up the body of the

text on a slide). You can also create up to five levels of bulleted items. Each level of bulleted text
is indented more than the previous one and generally uses a smaller type size.

Once you know the special terms that apply to the outlining function, you will feel right at

home working with outlines. They are listed and explained here:

M Promote To make text one level higher. For example, second-level bulleted text
becomes first-level bulleted text; first-level bulleted text becomes a slide title.

Select bulleted text and press SHIFT-TAB fo promote it.

Slide number and icon Slide title
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B Demote To make text one level lower. For example, a slide title becomes first-level
bulleted text, and first-level bulleted text becomes second-level bulleted text.

Select bulleted text and press TAB to demote it.

B Move Up To move selected text above the previous text.
B Move Down To move selected text below the following text.

M Collapse To hide all text lower than the slide title, for one slide only. Collapsing text
lets you see more of your presentation so you can assess its overall structure. You can
collapse text for one slide or for the entire presentation (Collapse All).

B Expand To display all the levels of text, for one slide only. You can expand text for
one slide or for the entire presentation (Expand All).

B Summary Slide A slide containing the titles of your other slides. Use this slide for
a table of contents, agenda, or ending (summary) slide.

B Show Formatting To display the font and other text formatting in the Outline pane.
The Outlining toolbar contains all the tools you need to create an outline quickly. To display
the Outlining toolbar, right-click any toolbar and choose Outlining. The Outlining toolbar is

shown in Figure 2-7. Click Show Formatting on the Outline toolbar to see the text formatting
in the Outline pane as you work.

Create an Qutline in PowerPoint

To create a presentation by typing an outline, follow these steps:
1. Start a new presentation using either the Design Template or Blank Presentation option
in the New Presentation task pane.

2. Ifyou would like a slide layout for the entire presentation other than Bulleted Text,
choose the AutoLayout you want in the Slide Layout task pane.

3. Click the Outline tab of the Outline pane.

4. Type the title of the first slide and press ENTER. PowerPoint creates a second slide
automatically. See Figure 2-8a.

5. If you want bulleted text on a slide, press ENTER after typing the slide’s title. Then
click Demote on the Outlining toolbar. See Figure 2-8b.

On a title slide only, if you click Demote, you create a subtitle.

6. Type the bulleted text and press ENTER. PowerPoint starts a new line of bulleted text.
See Figure 2-8c.

7. Continue to type bulleted text.
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Show Formatting

FIC{U {22yl The Outlining toolbar

8.

To create second-level bulleted text, press Demote again. You can create up to five levels

of bulleted text. See Figure 2-8d.

To return to a higher level of bulleted text (from second level to first level, for example),

click Promote on the Outlining toolbar.
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Type title of the first slide and press ENTER.

a ¢‘ Outline  Slides x TEETTTE TITTEE T RY Y PN FERTRPr  IRTTRUR FETTTRE-SERT TR NPT TRR" PpYPPe
4 .
— Strong Basis for Future | -
ErS -
= Growth & :
-3 Q Click to add title
2 ] b
+ H L
— : i Click to add text
= B i
A second slide is created automatically.
On second slide, type slide’s title and press ENTER.
b Outline *_ slides X TR T SRR SR TN TEr RS PO EOTERE | ERRT PR ERTYRET-- IR RN AL IR PR SASYOOR
>

Strong Basis for Future
Growth @

S tE <> Support for Development
upport for «—— &

Development

ra

e e e e

= Click to add text

Then click Demote on Outlining toolbar.

Type bulleted text and press ENTER.

Dutline slides X ERRR A SRR TR ERR- SRR R SRR EEY RN BN K- RN R DRV R SRR K

Strong Bagis for Futnre | -
Growth é

Support for Development
Support for @ <> b !

Development

v
~50 dunams of land available | -
for immediate development |

r

@30 dunams of land available for immediate
development

A new line of bulleted text starts automatically.

H[CIU/{=SRW Typing an outline
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grants
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To create second-level bulleted text, click Demote again.
When you have finished bulleted text for
a slide, press ENTER, and click Promote...
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J+]

» Future Growth
4
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- Development [l B N e
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H[CIV[=WB W Typing an outline (continued)

developrment
aPotential to obtain
additional surrounding land}
G overnment incentives &
grants
o Wlisgay iz a prionty region
o Support for tounism and

husiness development
avallable ¢———

o

.until you see the New Slide icon.

Harari Dawlapman, Plan

= |C]ick to add notes

10. When you have finished typing the bulleted text for the slide, press ENTER and click
Promote until PowerPoint starts a new slide, as shown in Figure 2-8e.

1
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11. If you want a different layout for the next slide, choose it from the Slide Layout task pane.

If you see that you will have too many bulleted items to fit on a slide, you may be able

to fit them in two columns, as shown here. Open the Slide Layout task pane and choose
Title and 2-Column Text. PowerPoint places a number 1 in a small box next to the text in
the first column. Press CTRL-ENTER to move fto the second column of text and continue
typing. If you have already completed the text, select the text and drag it to the second
column. Text in the second column is marked with a number 2 in a box, as shown here.

& Outline % Slides x
2 .
= Strong Basis for
4
v Future Growth <> Supportt for Development
I’ SllppOI't for 50 dunams of land & Government incentives
o Development available for & grants
50 dunams of land available for gﬂfﬂfdlate ; .} ML@Q)@)! is a priority
inmediate development SR g .
= Potential to obtain additional = Fotential to obtain » Support for tourism and
surrounding land additional surrounding :::illlaebslsedevempmmt
3 » Covernment ncentives & land
grants

« NMlisgavis a priosity region

« Support for tourism and
business development Hamri Deuckapman. Plan
available

3 = |Click to add notes
EE=1E | =

Chapter 3 covers techniques for editing existing outline text.

Import an Outline
You may prefer importing an outline created in a word processing program over creating
the outline in PowerPoint. You may choose this option for several reasons:

B You can work faster in a word processing program.

B You need to collaborate with others who don’t have or know PowerPoint in order
to create the text for the presentation.

B You receive text for a presentation already created in a word processing program from
a client, supervisor, or colleague.

Any time you have text already saved as a word processing document, import the text.
There’s no need to duplicate the effort of typing it.



CHAPTER 2: Create Your First Presentation

Prepare the Outline

Before importing the text, you should review it so that you get the results you want. Most word
processing programs have a feature called s#yles, which help you organize the formatting of your
paragraphs. For example, in Microsoft Word, heading styles are used for headings. The Normal
style is often used for the body of a paragraph. PowerPoint uses these styles, if they exist in your
outline, to organize your text into a complete presentation. By creating the appropriate styles,
you can determine exactly how your text will be organized on the slides of your presentation.
Figure 2-9 shows an example. Here’s how it works:

M Heading 1 style becomes the slide title.
B Heading 2 style becomes first-level bulleted text.
B Heading 3 style becomes second-level bulleted text and so on.

You can also organize your document by indenting the paragraphs. Paragraphs with no
indentation become slide titles, and indented paragraphs become first-level bulleted text.

Be sure that there are no blank lines in your outline because they are imported as
blank slides.

——

If you need to import a plain text (ASCII) file, you can use tabs at the beginning of
paragraphs to create your outline.
Chapter 3 explains how to insert all or part of an outline into an existing presentation.

Keeping our School Clean
Topics for Tonight's Discussion
The Problem
Existing Resources
Issues
Possible Solutions
The Problem
Graffiti on outside walls
Trash on grounds
Vandalisin after hours, including broken fences
Landscaping
Damage to bushes and trees
Beautification

Existing Resources

Occasional volunteer projects

FIC{U{=Z N An outline in Microsoft Word prepared to create a presentation
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Develop an Outline

— —

You should spend a lot of time and thought in creating your outline. It determines the content
of your presentation—what you are going to say—and is the first and most important step in
creating a presentation.

First decide the objective of your presentation, whether it’s selling a product or service,
explaining a program, or training employees. Then narrow your objective, such as training
supervisors how to interview prospective employees.

Get as much information as possible about your audience. What do they already know?
Why are they coming to the presentation? What do they want to gain? Then research your
topic, always keeping in mind the objective of your presentation and the type of audience.

Next, decide on the structure of your presentation, the body of the presentation. Let’s say
you are recommending a strategy for reducing costs in the Human Resources Department.
Your structure might be the following:

State the objective.

Explain the present situation.

List the possible strategies.

. Analyze the advantages and disadvantages of each strategy.

. Recommend one or more strategies.

O a0 A WN

. Offer action steps for implementing the strategy or strategies.
Place your structure inside a broader framework:

B Opening Tell your audience the subject and, if appropriate, the objective of your talk.
Agenda If appropriate, list the key areas you plan on covering.

Body This is the main part of your presentation.

Examples and anecdotes Give examples, tell anecdotes, and show pictures or
video clips to add interest. These can be integrated into the body of the presentation.

B Conclusion Repeat the key areas you covered, including next steps to take.

Now write the outline, pouring the results of your research into the structure you want to
use. When you are done, format the outline as explained in “Prepare the Outline.” Use level 1
headings for main topics, the slides. Use level 2 headings for subtopics, the main bullets.

Edit and rewrite the outline until you are happy with it. You may want to run it by a
colleague or your boss. Leave out anything that might not be clear or necessary. Of course,
you can always change your text later.
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SIC{U {0 The outline after being imported into PowerPoint

Use the Outline

Once you have created and formatted your outline, you can create the presentation. Here are
the steps:

1. From PowerPoint, choose File | Open.
2. In the Open dialog box, choose All Outlines from the Files of Type drop-down list.
3. Navigate to your outline and double-click the document that contains your outline.

PowerPoint creates the presentation. The next step usually is to assign a design template.
Figure 2-10 shows the results. After that, you can add clip art, charts, and other design features.

Add Text to a Presentation

In the previous section, you learned how to add text to a presentation by creating an outline.
However, you may want to add text directly on the slide or add additional text to an existing
slide. For this reason, you need to understand all the ways to add text to a presentation. Text
needs to be very clear—both visually and in content. In this section, you learn how to create
professional-looking text.
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Before you start to write, you need to decide what kind of presentation you want to create.

Is your main goal to provide information, to tell a story? In that case, your text is very important,
and you’ll probably want to use bulleted text in text placeholders. Or suppose you really want to
create an impression, a mood. Perhaps you want to excite sales reps about a new product feature
but will follow up with all the details on paper or your company’s intranet. In this case, text is less
important than graphics, color, and animation. You may not use any bulleted text at all. Instead,
you may use text boxes, AutoShapes, and WordArt. This book shows both types of presentations
80 you can see various possibilities. Once you know the goal of your presentation, you can choose
the type of text you want.

Use Text Placeholders

The easiest way to add text is to click a text placeholder. Several AutoLayouts contain text
placeholders. You can always recognize a text placeholder because it says, Click to Add
Text. Placeholders for slide titles, which are also text placeholders, say, Click to Add Title.
When you click inside a text placeholder, an I-beam cursor appears, showing where the text
will appear, as you can see in Figure 2-11. All you need to do is start typing. The dotted border
changes to a thick selection border and displays handles, which you can drag to resize the text
box. You can also move the entire text box by clicking the border and dragging.

The beauty of text placeholders is that PowerPoint formats the text appropriately for the
placeholder. For example, a title is usually centered and uses a larger font. Bulleted text is
properly aligned to the right of the bullet and uses a smaller font. The design template controls

Bullet I-beam cursor

— Handles

S

Text placeholder

A

Selection border

A

SC{U {7l To add text to a slide, click a text placeholder and start typing.
Thanks to Digital Juice, //www.digitaljuice.com, for permission
to use this design template.
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this formatting, although you can change it. As a result, you get perfectly formatted text every
time, for professional results.

To start a new paragraph in the bulleted text area, press ENTER. PowerPoint automatically
creates a new bullet so you can continue typing.

Only text that you type in a text placeholder is displayed on the Outline tab of the
Outline pane. Other types of text, such as text in text boxes or WordArt, do not appear
in the Outline pane.

The text in the text placeholder telling you to click to add text never appears on the slide
during a presentation, even if you never add any text. The same is true of the dotted placeholder
border. Therefore, if you insert a slide with a text placeholder and never place any text in it, at
presentation you will have a blank slide that includes only the design template. Of course, if you
don’t need the text placeholder, you should probably delete it.

Figure 2-12 shows a slide with a title, bulleted text in a text placeholder, and some art. Using
the text placeholder makes it very easy to create a slide like this.

Chapters 3 and 4 explain how to customize your text to look any way you want. Chapter 7
covers slide masters, the part of the design template that controls text formatting for the entire
presentation.

Create Text Boxes

A common way to add text to a slide is to create a text box. Use a text box when you want to
place text anywhere on the slide. For example, you can use a text box to create a caption for a
graphic or to emphasize an important message. A text box is an object, which means that when

Scientific Foundation

N? power
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you click it, you can move and resize it. You can format the text in a text box in whatever way
you wish, but this text does not appear in the Outline pane.

Figure 2-13 shows an example of text in a text box. This slide uses text boxes to create
callouts (or labels) that point to the graphic at the center of the slide.

Like most objects in a PowerPoint presentation, a text box has its own properties, including a
border, a background color or fill effect, and the text. The text boxes shown in Figure 2-13 do not
have a visible border. A visible border is useful when you want to emphasize text; but on this
slide, it would distract from the message. The fill has been eliminated so that the text looks like it
has been written directly on the slide. Chapter 6 explains how to format borders and fills.

To create a text box, follow these steps:

1. Click the Text Box button on the Drawing toolbar. (You can also choose Insert | Text Box.)

2. Click and drag to create the text box. PowerPoint pays attention only to the width of the

box you specify, not its length. Don’t worry! The box now looks like a text placeholder.

3. Start typing to add the text. When you type enough text to get to the right side of the text
box, PowerPoint automatically wraps the text to the next line. The box’s length expands
as you add text.

4. Click anywhere else on the slide to remove the selection border and handles.

To create the effect shown in Figure 2-13, create the text box using the steps just explained.
To remove the border and fill, right-click the text box and choose Format Text Box from the shortcut
menu. On the Colors and Lines tab, click the drop-down arrow in the Fill section and choose No
Fill. Click the drop-down arrow in the Line section and choose No Line. The text box becomes
completely invisible—all you see is the text.
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Place Text in AutoShapes

PowerPoint includes a large number of shapes that you can add to a slide. These are called

AutoShapes. You can use these shapes in many ways, but one way is to place and emphasize text.

To insert an AutoShape, choose AutoShapes from the Drawing toolbar and use the menu that
opens to choose an AutoShape. Then drag the shape onto a slide. To place text in an AutoShape,
click the shape (if it isn’t already selected) and start typing. Click outside the AutoShape to

remove the selection border and handles. Figure 2-14 shows an example of text in an AutoShape.

Here, Sony uses the text in AutoShapes for two purposes—to draw attention to a model number
and to point to features of the remote commander. For more thorough information on AutoShapes,
see Chapter 5.

Text that you type in an AutoShape is attached to that shape. You can move or rotate the
AutoShape, and the text follows suit. Like text boxes, AutoShapes have a border and a fill color
or effect. However, you rarely eliminate the border (unless you add a shadow or 3D effect) because
the shape is then not apparent. As you can see on the slide, the distinctive shape and contrasting
background color of the AutoShape help to make the text jump out from the rest of the slide.

To create the star-shaped AutoShape you see in Figure 2-14, choose AutoShapes | Stars And
Banners on the Drawing toolbar and choose the top-left shape. On the slide, drag out the shape
so that it is slightly wider than it is tall. To change the border, choose Line Color on the Drawing
toolbar and then choose black. To change the fill, choose Fill Color, then More Fill Colors, and
then whatever color you want. With the AutoShape still selected, type the text. The text will
appear in the default font and size. Chapter 3 explains how to change the font and font size.

You can find the AutoShape callouts that point to the remote control in Figure 2-14 by
choosing AutoShapes | Callouts on the Drawing toolbar. Choose the top-left shape, called
Rectangular Callout, and drag it to the desired size on your slide. As described in the previous
paragraph, change the fill color as desired and type the text. To pull out the pointer part, look for
the yel