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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

1l
1L
i
i
]
)
>

-

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 11 - Pow erPoint 2003 - Foundation Level Manual

m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

Use Windows Explorer to create a folder called PowerPoint 2003 Foundation
Samples, in the My Documents folder.

If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
powerpoint_2003_foundation_usa\exercise_files to the My
Documents\PowerPoint 2003 Foundation Samples folder. If these files
have been copied to your network server, then ask your trainer/supervisor for
more information about how to copy these files to your PC’s hard disk.

Notes for tutors:

The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft PowerPoint 2003

When you have completed this learning module you will have seen how to:
o Choose between Presentation Types

e Use the Slide Pane

¢ Use the Outline and Slides Tabs

e Use the Task Panes

¢ Use the Notes Pane

e Use Toolbars

e Show a Toolbar

e Hide a Toolbar

e Move a Toolbar

e Use the Standard Toolbar

e Use the Formatting Toolbar

¢ Use the Drawing Toolbar

e Use the Ask a Question Box

o Display the Office Assistant

e Display tips through the Office Assistant
e Customize the Office Assistant

e Use Tips of the Day

e Hide the Office Assistant

e Access the Help task pane

What is PowerPoint?

Understanding Microsoft PowerPoint 2003

e  PowerPoint 2003 is the presentation graphics program in Office 2003.
Professionalg can create eye-catching slides, handouts, outlines, and notesito
deliver an impressive presentation.

Choosing between Presentation Types

o A PowerPoint presentation can be delivered in many ways:
Slide Show Presentation: A slide show presentation can utilize the special
effects available in PowerPoint including slide transitions, animations, sounds,
timings, and other on-screen features.

Online Presentation: Professionals can edit and review presentations online
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through Microsoft NetMeeting, broadcast a presentation on the Web, or publish a
presentation as a Web page.

Printouts: Slide printouts deliver one slide per page, which can be optimized by
printing in color, pure black and white, or grayscale. The printed slides can be
scaled, framed, or have reviewer comments included.

Overhead Transparencies: A presentation can be printed directly on to
transparencies using the same options as paper printouts.

Supplemental Materials: Handouts, Notes Pages, and Outline Views can be
printed and distributed to an audience to support the PowerPoint presentation.

Understanding File Types: The following are some of the file types used in
PowerPoint:

Presentation (.ppt): By default, PowerPoint will save your presentation file
with the .ppt extension.

PowerPoint Show (.pps): Saving a presentation as a PowerPoint Show with
the .pps extension will always open your presentation as a slide show.

Web Page (.htm, .html, .mht, .mhtml): PowerPoint 2003 allows you to save
your presentation as a Web page with the .htm or .html file extension, with an
accompanying folder containing associated files. Alternatively, you can save the
presentation as a Web archive which encapsulates the text and graphics into a
single file. This file format uses the .mht or .mhtml extension.

Note: HTML files can be viewed by all Web browsers; MHTML files are supported
by Internet Explorer version 4.0 or later.

Design Template (.pot): Custom Templates are useful when you often use the
same style in apresentation. You cangsavega presentation,as a Designghemplate
using the .pot/extension.

Using the Mierosoft Web Site

o “The 'Microsoft Office"Web site ‘provides PowerPoint userswith support,

downloads, tools, and product documentation. You can visit their Web site at
http://www.microsoft.com/office/powerpoint/

The PowerPoint Environment
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Working with the PowerPoint Window
e The PowerPoint window can be divided into four distinct areas:

The Slide Pane is the main area of the window.
The Outline and Slides Tabs are to the left of the Slide Pane.
The Task Pane is the panel to the right of the Slide Pane.

The Notes Pane is the panel underneath the Slide Pane:

E Microsoft PowerPoint - [Presentationi]

) Ele Edt Vew [nsert Format Tools  SideShow Window Help

b4
E:ﬁ.l’iﬂ - 18 +|B|§|%§|EE E
x

 Glide Layout

ki
]
[ A}
"

Apply slide layout:
Text Layouts A

Click to 2dd 2ubiitk

‘Ciickto add notes
=

- | AytoShapes = w A
Slide 1 of 1 DsFaﬂ.tDastgnI

e The Slide Pane is where you do the majority of your work including entering
text, inserting pictures and objects, and animating your presentation.
e The Slide Pane shows up by default in Normal View.
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To change the size of the slide in the Slide Pane

e Click the down arrow next to the zoom box on the Standard toolbar and specify
the percentage you want:

|:—E| Latyrouk

Zoam |

Using the Outline and Slides Tabs

e The Outline Tab presents a title and text outline of each slide in your
presentation. Slides can be edited in the Outline area or directly on the slide. If

you prefer to edit your text and slides in the Outline area, the Outlining toolbar
is dedicated to working in this view.

To view the Outlining toolbar
e From the main menu, choose View > Toolbars > Outlining:

e The Slides Tab displays all slides in your presentation in thumbnail size. The
Slides tab area is an easy way to navigate your presentation. You can jump to a
slide just by clicking on it. The Outline and Slides tabs show up by default in
Normal View:

/ Outine /' Slides ', X

SAMPLE

To show the Outline and Slides Tabs (if they have been closed)
¢ From the main menu, choose View > Normal (Restore Panes).

To change the size of the Outline and Slides Tabs
e Click in the Slides tab or Outline tab area.
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¢ Click the down arrow next to the zoom box on the Standard toolbar and
specify the percentage you want.

Using the Task Pane

e The Task Pane lists some of the most common tasks you may want to

accomplish in PowerPoint. The task panes are descriptive to help you quickly
locate the task you want.

The Task Pane shows up by default in Normal View

To display the Task Pane (if it has been closed)

¢ From the main menu, choose View > Task Pane.
(You will see a check mark beside it when the Task Pane is visible.)

To switch to other Task Panes
¢ Click the Other Task Pane down arrow and select another Task Pane from the

VIPLE

Note: Each Task Pane is discussed in detail throughout this Manual.

= :[New Presentation -
Getting Started

Help

Search Results

Clip &t

Research

Clipboard

New Presentation

Using the Notes Pane

¢ The Notes Pane is located under the Slide Pane. You can enter notes relevant
to each slide, which can be printed later.

o The Notes Pane shows up by default in Normal View.
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The Different PowerPoint Views

Understanding the Normal View

e The Normal View is the default view in PowerPoint. All slide editing is

performed in this view. The normal view comprises the Slide Pane, Outline
and Slides tabs and the Notes Pane:

IE Harmal

Slide Sorter
& Slide Show F&
MHotes Page

Understanding the Slide Sorter View

The Slide Sorter view displays all slides in your presentation as thumbnails.
This view is useful to reorder, add, or delete slides. You an also preview
animation effects applied to each slide.

To view your presentation in Slide Sorter view
e From the main menu, choose View > Slide Sorter:

[ N T
THE
ERESERTEIET
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Understanding the Slide Show View

e The Slide Show view allows you to view your presentation as a slide show.

Your presentation is displayed as a full screen and you can view applied
animations.

To view your presentation in Slide Show view
e From the main menu, choose View > Slide Show.

Understanding the Notes View

o The Notes Page view displays how notes pages will print. A notes page
contains a smaller version of the slide and notes entered from the Notes Pane
underneath the slide.

To view your presentation in Notes Page view
¢ From the main menu, choose View > Notes Page:

Discussion

Neck: matter,
fiat e audience will learn
From
= Find

Using Toolbars

e PowerPoint has 13 toolbars, including the Task Pane.
e By default, the Standard, Formatting, and Drawing toolbars are displayed.
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Most of the other toolbars are used only for specific functionality in PowerPoint.

Note: You will learn how to use these toolbars when the specific functionality is
covered:

DEHRESRITE % BB S
9 -0 -l E e EPalEm o - @

il -12 - B I U s [E]=

| A | ¥ Design 5| Mew Slide

.
[11
nes
11
P,
Pi
141
(10
¥
U]

To show atoolbar
From the main menu, choose View > Toolbars and select the toolbar you want

L]
to display (you will see a check mark beside a toolbar when it is visible):

Wiew | Insert  Fomat  Teols ShdeShow  ‘wWindow
Mommal
2 Slde Sores
&l Side Show F5
&l Moles Page

Master ¥
M Color/Grapscale 3

TaskPane  ChleF1

Standard
Ruler Foimattng

Giid and Guides,., Controd Toodboes

J Header and Foater... Dirawaing

e Select the toolbar you want to hide (you will not see a check mark beside a
toolbar when it is hidden).

To move atoolbar
e Place your mouse over the left side of the toolbar you want to move.
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e Your mouse cursor must change to the move cursor:

P*_;nrrn atting

¢ Click and drag the toolbar to where you want to move it.

To use the Standard Toolbar
The Standard toolbar provides quick access to commonly used actions.
Each action is represented by an icon.

When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears.

Click the icon/action you want to use.
The following are icons on the Standard toolbar:

J New — Create a new presentation

= Open — Open a presentation

= Save — Save a presentation

2 Permission — Sets permissions for opening or changing a document

= E-mail — Send the presentation as an e-mail

i Search — Display the Basic Search Pane

& Cut — Cut selected text or object to the Office Clipboard

- Copy — Copy selected text or object to the Office Clipboard

e Paste — Paste the last item from the Office Clipboard (Click the arrow to
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select Paste options from a drop-down list)
J Format Painter — Copy formatting

“ 7 Undo — Undo the last action
tRedo — Redo the last undo action

o Insert Chart — Start the Chart Wizard

= Insert Table — Insert a table

-4 Table and Borders — Display the Table and Borders toolbar

8 Insert Hyperlink — Insert a hyperlink

v Expand All — Expand the title and text for all slides on the Outline tab

A
e Show Formatting — Show or hide character formatting

i Show/Hide Grid — Show or hide gridlines

E Color/Grayscale — Show the presentation in color, black and white, or
grayscale

48%

" Zoom — Zoom the Slide, Outline tab area, or Slides tab area

Add or Remave Bultons ™ f -5 |har Options — Customize the Standard toolbar from
the drop-down list

Using the Formatting Toolbar
¢ The Formatting toolbar provides quick access to commonly used formatting
actions.
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Each action is represented by an icon.

When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears.

Click the icon/action you want to use.
The following are icons on the Formatting toolbar:

Al "/ Font — Select font styles from the drop-down list

18+ Font Size — Selecta font size from the drop-down list

B Bold — Apply bold formatting to selected text

£ 1talic — Apply italic formatting to selected text
Underline — Apply underline formatting to selected text

s

Shadow — Apply shadow formatting to selected text

I—_| Align Left — Align text or inline objects to the left

|

Center — Align text or inline objects to the center
= | Align Right — Align text or inline objects to the right

= Numbering — Add or remove numbering from a selected paragraph

= Bullets — Add or remove bullets from a selected paragraph

-

A Increase/Font Size — Increase font size

A DecreaselFont Size — Decrease font size

i

- Decrease Indent — Decrease the paragraph indent

¥
i

Increase Indent — Increase the paragraph indent
& - Font Color — Change the font color with a drop-down list

=¥ Dedin g)ide Design — Display the Slide Design Task Pane

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 24 - Pow erPoint 2003 - Foundation Level Manual

A NewSlde oy Slide — Insert a new slide

M

Shows Buttons on One Row

Add or Remove Buttons

Toolbar Options — Customize the Formatting toolbar

Using the Drawing Toolbar
o The following are icons on the Drawing toolbar:

D% ™ Draw — Display a menu listing picture editing options
IEI Select Object — Select an object
| Adkoshapes » AutoShape — Display a menu featuring various shapes
™ Line — Draw a line
™ Arrow — Draw an arrow
L] Rectangle — Draw a rectangle
© oval — Draw an oval

& Text Box — Insert a text box

ert W, rt—1 or for

ert or gram or o

Insert Clip Art — Display the Insert Clip Art Pane
l Insert Picture — Insert a picture from a file

& s Fill Color — Change the fill color of an object with a drop-down list

o - Line Color —Change line color with a drop-down list
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A

== " Font Color — Change font color with a drop-down list

= Line Style — Change the style and thickness of a line

== Dash Style — Change a line to a dashed line

Arrow Style -- Change a line to an arrow

- Shadow Style — Add a shadow to an object

J 3D Style — Add a 3D effect to an object

e Toolbar Options — Customize the Drawing toolbar from the drop-down list.
The Drawing toolbar provides quick access to commonly used drawing actions.

Each action is represented by an icon.

When you put your mouse pointer over an icon, it is highlighted in blue and a
descriptive tool tip appears. Click the icon/action you want to use:

|5du:| ar Remove Buktons -

Drawing 3

Cuskomize, .,

Getting Help

Using the Ask a Question Box

o The Ask a Question Box allows you to type in key words relevant to the topic
you would like“help with. [ It is\located in the menu bar at the top right of your

screen:

Type a question Far help

Understanding the Microsoft Office Assistant
o The Office Assistant will watch what you do and offer tips on how to work

more productively.

e You can also use it to answer questions or obtain help with PowerPoint.
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e The Office Assistant is common among all your Office applications.
¢ Any option changes made will be reflected in all Office applications.

e Occasionally, the Office Assistant will display information on the screen as you
work. If you are unsure about how to use PowerPoint, you should always read
the help offered.

To display Office Assistant
e From the main menu, choose Help = Show (or Hide) the Office Assistant:

Help I research

@ Microsaoft Office PowerPoint Help  F1

Microsaft Office Online

Contack Ls

Activate Praduct. ..

Customer Feedback Options, ..

About Microsoft Office PowerPaink

¥

Displaying Tips through the Office Assistant

o As you work, the Office Assistant will track your progress and recommend tips
by displaying a light bulb.

To display the tip offering advice
o Click the Office Assistant or light bulb:

SAMPLE

¢ You can customize the Office Assistant by defining when the Office Assistant is
used and what types of tips are displayed.
e You can also change the default image to other images provided in the gallery.
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To customize the Office Assistant
¢ Right-click on the Office Assistant and select Options from the menu:

Using Tips of the Day

o A Tip of the Day is displayed each time you start PowerPoint. If you take the
time to read these as they are displayed, you will soon be on your way to
becoming a PowerPoint expert. You can turn this option off in the Office
Assistant options.

To hide the Office Assistant
e Right-click on the Office Assistant and select Hide from the menu.

€3 Using the Help task pane

o The Help task pane offers assistance by enabling you to type a question to find
an answer, as well as the Help Table of Contents. It also contains a list of
hyperlinks to Microsoft Office Online:

| PawerPaint Help - x

Assistance

(@] Assistance
@ Trairing

g Communities
93 Downloads
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To access the Help task pane
¢ From the main menu, choose Help > Microsoft Office PowerPoint Help

OR click the Help button @ on the mail standard toolbar

OR press the F1 key on the keyboard.

Review Questions

How would you:
o Choose between Presentation Types?

¢ Use the Slide Pane?

e Use the Outline and Slides Tabs?

e Use the Task Panes?

e Use the Notes Pane?

e Use Toolbars?

e Show a Toolbar?

e Hide a Toolbar?

¢ Move a Toolbar?

e Use the Standard Toolbar?

e Use the Formatting Toolbar?

e Use the Drawing Toolbar?

e Use the Ask a Question Box?

o Display the Office Assistant?

e Display tips through the Office Assistant?
e Customize the Office Assistant?

e Use Tips of the Day?

e Offic
he H

Acces
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Presentations and Slides

When you have completed this learning module you will have seen how to:

Open an Existing Presentation

Create a New Blank Presentation

Create a New Presentation from a Design Template
Create a New Presentation using the AutoContent Wizard
Create a New Presentation from an Existing Presentation
Create a New Presentation from Templates

Display the Basic Search Pane

Display the Advanced Search Pane

Search for Files

Customize Searches

Use Search Results

Save a Presentation

Save a Backup Copy

Save a Presentation as a Template

Save a Presentation as a Web Page

Save Summary Information

Password Protect a Presentation

Close a Presentation

Insert a New Slide

Insert a Duplicate Slide

Reorder Slides

Copy Slides

Delete Slides

Creaiify and/Opening Rresenftations & |
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M Displaying the New Presentation Pane
e From the main menu, choose File = Newv:

MNew Presentation - 4

el &l na

New

| Blark presentation

Fram design template

@ From AutoContent wizard. ..
@ Fraorm existing presentation, ..

Phaota album. ..

Templates
Search online For:

| | Go
53 Templates on Office Orline

@ On iy compuker. .
[ On my Web sites,..,

Recently used templates
Eialance.pot
Maple. pat
Kimona, pot
Edge.pat

Opening an Existing Presentation

¢ Click From existing presentation... in the New Presentation task pane to
display the Open dialog box, and select the file you want.

e Click Open:

New

] Blank presentation

From design template

@ From AuktoConkent wizard, ..

@ Erarm existing presentation. ..
Photo alburm, ..

, ose Fil \V Open di
Ope

he/list Fil enu:

= Open... Chrl
| save Chrl4+S
Save As
Permission 3
Properties

2 Presentation, ppt H

3 Presentationd. ppt
4 Presentationz.ppt

¥
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OR click the Open icon 7 on the Standard toolbar (this will display the Open
dialog box). Select the file you want. Click Open.

Creating a New Blank Presentation
e You can use the New Presentation Pane to create a new blank presentation.

To create a new blank presentation
e Click the Blank Presentation link in the New Presentation Pane

OR click the New icon B on the Standard toolbar:

Mew Presentation

QIR

New

|_] Blank presentation

From design template

@ From AutoContent wizard, ..

@ Frarm existing presentation. ..
Fhato albumn,..

Templates
Search onling for:

[ |

53‘ Templates on Office Online
@ On oy computer, .
(&1 On my Web sites. .

Recently used templates

Balance. pat
Maple.pat
Kirmono,pob
Edge.pot
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To create a new presentation from a design template
e Click the From Design Template link in the New Presentation Pane:

New

] Blank presentation

From design template

@ From &utoConter,_pizard. ..
@ From existing presentation. ..

Phato album, ..

Creating a New Presentation using the AutoContent Wizard

e You can use the New Presentation Pane to create a new presentation using
the AutoContent Wizard.

To create a new presentation using the AutoContent Wizard
e Click the From AutoContent Wizard link in the New Presentation Pane:

New

] Blank presentation
From design template

@ From AutoConte% wizard...
@ Frarn existing pret_Atation. ..

Phato albumn,..

M Creating a New Presentation from an Existing Presentation

e You can use the New Presentation Pane to create a new presentation from an
existing presentation.

Creake New| -

Creating a New Presentation from Templates

e You can also use the New Presentation Pane to create a new presentation
from Templates on Office Online, On my computer, or On my websites.
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To create a new presentation from templates
¢ Click on the template source of your choice in the New Presentation Pane:

Templates
Search online For:

=]

Ea Templates on Office Online
@ 20 my compuker, .. %

81 ©n my Web sites. ..

Understanding the Search Pane

e From the Search Pane, you can search for files on your computer, based on the
file name or text in the file.

To access the Search pane
e From the main menu, choose File > File Search:

File 'Edit View Insert  Format

1 mew.. Ctrl+H
[ Open... Ctr0
IH Save Ckrl+5
Save As...
Permission 3

boI and click I

Search kext:

|

@ search Tips...

Other Search Options:

Searchin:

|Selected locations | vl

Results should be:

| Selected file bypes | vl

Fast searching is currently disabled
Search options. ..
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Using Search Results

To open afile in the search results
o Click on the file

OR click on the down arrow next to the file and select Edit with Microsoft
PowerPoint:

: Gearch Results ¥ X
ClLo A
E Text Document. doc _|;|

MEW TERT (] Edit with Microsaft Office Word
B powerpoin ] Mew From this file

B powerpoin

Copy link to clipboard
@ poOWErpoir]

@ powerpair] @ Properties

Using Advanced Search

o If your basic search is unsuccessful, an advanced search can be made by
opening the Advance File Search task pane.

o Click Advanced File Search at the bottom of the Basic File Search task pane,
and the Advanced File Search task pane will open:

. Advanced File Search v X

(‘"|""*|ﬂ

Search for:

Other Search Options:

Searchin:

Selected locations E|
Resulks should be:
Selected file bvpes EI

e Enter defined criteria for the search, and click Go.
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Managing Presentations

Saving a Presentation

From the main menu, choose File > Save

OR click the Save icon = on the Standard toolbar.

If you are saving a new file, the Save As dialog box will appear.
Enter the file name in the File Name text box, and click Save.

Saving a Backup Copy

From the main menu, choose File = Save As to display the Save As dialog
box:

EiT‘ Edit Wiew Insert  Format
] Hew... Chrl+M
5 open... Ctr+0
H Save Chrl+5

| Save 4s... F |
File Search. .. hE

Enter a new file name in the File Name text box and click Save.

Note: To work with the original file again, select it from the recent file list at the
bottom of the File menu.

Savinga,Presentation as a Tem plate

From the main menu, .choose File = Save As to display the Save As dialog

box.
In the Save as type drop-down list, select Design Template (*.pot):

File name: IF‘resentation‘l-.ppt j

3ave a5 LYPE! | presentation (*.ppt)

PowerPaint Show (*.pps)
PowerPaint Add-In (*.ppa)

GIF Graphics Interchange Format ¥, gif)
JPEG File Inkerchange Format *.jpa)

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 36 - Pow erPoint 2003 - Foundation Level Manual

Saving a Presentation as a Web Page

¢ From the main menu, choose File = Save As to display the Save As dialog
box.

¢ In the Save as type drop-down list, select Web Page (*.htm; *.html) or Web
Archive (*.mht; *.mhtml):

File: pame: IPresentatiDn4.ppt =

Save a5 DYPe! |Presentation (*.ppk)

Presentation (*.ppt)
Sinale File Web Page (*.rhk: *,
Web Page (*.htrm; * . html)
PowerPoint 95 (%, ppt)
PowerPoint 97-2003 & 95 Presentation (*.ppk)

Presentation for Review (*.ppt) LI

ribitrnl)

Saving Summary Information

¢ From the main menu, choose File > Properties to display the Presentation
Properties dialog box.

e Click the Summary tab.
e Enter the information you want and click OK:

General  SUmMMAry |Statistics I Conkents | Cuskam I

Title:

Subject:

Manager:

|
|
Author: |
|
|

Compary:

Cakegory: I

Template;

¥ Sav

Password Protecting a Presentation

e There are two types of password protection for a presentation.

e You can set a password to restrict someone else from opening your
presentation, or you can set a password to restrict someone else from
modifying your presentation.
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To set a password for opening your presentation

e From the main menu, choose Tools = Options. Click on the Security tab.
¢ In the text box to the right of Password to open, type your password:

Wig I General | Edit I Prink I
Save Security | Spelling and Style

File encryption settings For this document

Password to open: I Advanced.., |

File sharing settings Far this docurnent

Pazsword ko rmodify: I
Digital Signatures. .. |

Privacy options

™ Remove personal information From File properties on save

Macra security

Adjust the security level For opening filas Macro Security... |
that might contain macra viruses, and

specify the names of trusted macro

developers.

To set a password for modifying your presentation
¢ From the main menu, choose Tools = Options. Click on the Security tab.
¢ In the text box to the right of Password to modify, type your password.

Note: If you forget your password, there's no way of retrieving it and
opening/modifying your document.

Closing Presentations

nu, ch File > se
ind nt rig sk uestion

Close Window

Note: You will be prompted to save your presentation if there are unsaved
changes.

Managing Slides
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Inserting Slides

Toinsert a new slide
¢ From the main menu, choose Insert > New Slide

* =] Mew Slide

OR click the New Slide icon on the Formatting toolbar

OR click on, or between slides in the Outline and Slides tab area and press
Enter.

Toinsert a duplicate slide
e From the main menu, choose Insert > Duplicate Slide.

Reordering Slides

e You can reorder slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

To reorder slides with the Outline tab
e Click (and hold) the slide icon next to the slide number and drag the slide to its

new destination:

U=
‘w
To reorder slides with the Slides tab

2 k5 plic:ation
e Click (and hold) on a slide thumbnail and drag the slide to its new destination.

Owervien

g Features
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To reorder slides in Slide Sorter view
e Click (and hold) on a slide thumbnail and drag the slide to its new destination.

Note: To reorder multiple slides simultaneously, hold down the Shift key while
selecting the slides to reorder.

Copying Slides

e You can copy slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

To copy slides with the Outline tab

¢ Click the slide icon of the slide you want to copy.
e Click the Copy icon on the Standard toolbar

OR right-click on the slide icon. Select Copy:

%) UndoPaste  CtrZ
% oz Chri+y

. Office Clipboard. ..
L Paste Chrley

To paste the slide
. ick, the slide i

e Click the slide thumbnail of the slide you want to copy.
e Click the Copy icon on the Standard toolbar

OR right-click on the slide thumbnail. Select Copy.
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To paste the slide

e Click in between the slide thumbnails where you would like the newly copied
slide to appear.

e Click the Paste icon on the Standard toolbar

OR right-click between the slide thumbnails and select Paste.

To copy slides in Slides Sorter view

e Click the slide thumbnail of the slide you want to copy, then click the Copy
icon on the Standard toolbar

OR right-click on the slide thumbnail, and select Copy.

To paste the slide

o Click in between the slide thumbnails where you would like the newly copied
slide to appear.
¢ Click the Paste icon on the Standard toolbar

OR right-click between the slide thumbnails and select Paste.

Deleting Slides

e You can delete slides in Normal View with the Outline and Slides tabs or in
Slide Sorter view.

u want to d ec

To delete slides with the Slides tab

¢ Click the slide thumbnail of the slide you want to delete.
e From the main menu, choose Edit > Delete Slide
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OR right-click on the slide thumbnail of the slide you want to delete. Select
Delete Slide.

To delete slides in Slide Sorter view

e Click the slide thumbnail of the slide you want to delete.
e From the main menu, choose Edit > Delete Slide

OR right-click on the slide thumbnail of the slide you want to delete. Select
Delete Slide:

Edit | Miew Insert  Format

¥)  UndoPaste  Chri+Z
) RepeatPaste  Chrl+y
b T ChrlHx
53 Copy Chrl+C
[f?g COffice Clipboard. ..

[ Paste Chrl+y

Paste Special...
Faste as Hyperlink

Clear Del
Select all ChEHHA
Duplicate Chrl+D
| Delete Slide M
34 End... Chrl+F
Replace. .. Chrl+H

Go ko Property. ..
Links...
Cbject

entatio
ati
ion fro Design Template?

¢ Create a New Presentation using the AutoContent Wizard?
e Create a New Presentation from an Existing Presentation?
e Create a New Presentation from Templates?

e Display the Basic Search Pane?

e Search for Files?

e Customize Searches?

e Use Search Results?

e Save a Presentation?
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e Save a Backup Copy?

e Save a Presentation as a Template?
e Save a Presentation as a Web Page?
¢ Save Summary Information?

e Password Protect a Presentation?

e Close a Presentation?

o Inserta New Slide?

e Inserta Duplicate Slide?

e Reorder Slides?

e Copy Slides?

e Delete Slides?

SAMPLE
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Using Master Pages

When you have completed this learning module you will have seen how to:

Display the Slide Master

Insert a New Slide Master

Insert a Duplicate Slide Master

Insert a New Title Master

Apply Multiple Slide and Title Masters to a Presentation
Preserve a Slide Master

Restore Slide and Title Masters

Delete Slide and Title Masters

Rename a Slide Master

Exit the Slide Master View

Display the Handout Master

Show the Slide Position on the Handout Master
Show the Outline Position on the Handout Master
Restore the Handout Master

Exit the Handout Master View

Display the Notes Master

Restore the Notes Master

Exit the Notes Master View

Working with Slide Masters

Understanding Slide Masters

The Slide Master contains slide formatting/ information applied to all slides in
your presentation.

Elements determined by the Slide Master include loecation and size of text
placeholdersydesign templates and/or background colors, and|font size
and color;
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i+ Clickto edit Master text styles :
—Second level
= Third level
— Fourth lewvel
» Fifth lewel
______________________________________________ Cbject Area for AutoLayouts |
Cdmeame. 0 T ween Y Y
[ Datg Area:  ©  Footer Area: | Mumber Area:

o When the Slide Master is formatted, changes will appear on every slide in your
presentation.

Displaying the Slide Master

To view the Slide Master
¢ From the main menu select View > Master > Slide Master:

Window

Insetk  Format  Tools  Slide Show

@ Mormal

slide Sorter
&l slide Show FS
Motes Page

| A | P I E
verPoint opens a new presentation with a default Slide Master. If you wan

your presentation to have multiple Slide Masters, you can insert a new Slide

Master.
¢ The Slide Master View must be active to insert a new slide master.
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Toinsert a new Slide Master
¢ Click the Insert New Slide Master icon on the Slide Master View toolbar:

Slide Master Yiew

! 2 L) L Ty ]| Close Master Yiew

Inserk Mew Slide Masterl

Note: The Slide Master View toolbar shows up by default in Slide Master View

OR from the main menu, choose Insert = New Slide Master.

Inserting a Duplicate Slide Master
e The Slide Master View must be active to insert a duplicate Slide Master.

To insert a duplicate Slide Master
e From the main menu, choose Insert = Duplicate Slide Master:

Insert | Format Tools  Slide She

| Mew Slide Master  Chrl+M

Mew Title Masker

| Duplicate Slide Master

Slide Mumber q

Understanding Title Masters

o The Title Master contains Title Slide formatting information applied to all Title
Slides in your presentation. Elements determined by the Title Master include
location and size of textgplaceholders, desigmite mplates and/or
background colors, and font size/and caolor.

e JTitle Slides are usually inserted into presentations to/head-off different sections
of‘a presentation.

Inserting a New Title Master

e When you insert a Title Master, it is automatically linked to the style of your
Slide Master. These Masters are called Slide-Title Master Pairs. If you
change the formatting of the Title Master, the changes will remain independent
of the Slide Master.

¢ The Slide Master View must be active to insert a new Title Master.
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Toinsert a new Title Master
e Click the Insert New Title Master icon on the Slide Master View toolbar:

Slide Master Yiew

] E‘ T G T (5 | Close Master Yiew

Insert Mew Title Master

OR from the main menu, choose Insert > New Title Master:

[Insett | Fomat  Tools  Side Sh

= MNew Slide Master Crl+M

[ NewTieveme |
Duplicate Slide I'IJ'IElstvarlJ\E

Note: To inserta new Title Master, the Slide Master that you wish to make a
Title Master for, must be displayed in the Slide Pane. To do this, click the
appropriate Slide Master thumbnail on the left of the screen.

Applying Multiple Slide and Title Masters to a Presentation

¢ When you create a new Slide Master, it appears in the Slide Design Pane
under Design Templates Used in this Presentation. The application of Design
Templates is discussed in detail, later on in this manual.

Preserving a Slide Master

e If a Slide Master is not being used in a presentation, PowerPoint will delete it.
To avoid this, you can preserve Slide Masters.

e The Slide Master View must be active to preserve a Slide Master.

Master

e | HE 5] | Close Master Wiew
Preserve Masker

OR right-click on the Slide Master thumbnail on the left of the screen and select
Preserve Master:
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J==1

Cuk
Copy

Paske

6B

Mew Slide Master

Mew Title Master

Delete Master

Renarne Master

Note: In a Slide-Title Master Pair, if you preserve the Title or Slide Master, its
pair is automatically preserved.

Restoring Slide and Title Masters

If you delete a Title, Text, Date, Slide number, or Footer placeholder on your
Slide or Title Master, you can restore it.

To restore placeholders

Click the Master Layout icon on the Slide Master View toolbar:

slide Master Yiew

-

im SN E %gnse Master Yiew
Master Layout

e Selectthe placeholder/s you wish to restore:

Master Layout

e Click OK.

Deleting Slide and Title Masters

The Slide Master View must be active to delete a Slide or Title Master
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To delete a Slide or Title Master

o Click on the Slide or Title Master thumbnail on the left of the screen that you
want to delete.

e Click the Delete Master icon on the Slide Master View toolbar:

Cick. |0 mdi Mxaim lilm dlyin

Delete Master

Renaming a Slide Master
e The Slide Master View must be active to rename a Slide Master.

Torename a Slide Master

e Click on the Slide Master thumbnail on the left of the screen that you want to
rename.

¢ Click the Rename Master icon on the Slide Master View toolbar:

Slide Master Yiew

bn ft of the scree

Rename Master

=

IPowerPoint

Note: Whether you rename a Slide or Title Master, the name will be applied
to the Slide-Title Master Pair.
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Exiting the Slide Master View
e Click the Close Master View icon on the Slide Master View toolbar:

a5 B R R E|Cbese Master View
kg
Close Masker Wisw

OR from the main menu, choose View = Normal.

Working with the Handout Master

Understanding the Handout Master

e The Handout Master contains handout formatting information applied to
handouts and outline printouts.

e Placeholders in the Handout Master include location and size of header,
footer, date, and page number placeholders and text.

Displaying the Handout Master
e From the main menu, choose View > Master > Handout Master:

Insert  Format  Tools  Slide Show  Window

Showing the Slide Position on the Handout Master

e To show the position of slides on handouts in relation to the placeholders, you
can select from the various layout icons on the Handout Master View toolbar.
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To show different handout layouts

e Click one of the Show positioning icons on the Handout Master View
toolbar:

Handout Master ¥iew

= | 75| | Close Master Yiew

Show pasitioning of 6-per-page handouts

Showing the Outline Position on the Handout Master

To show the position of the outline in relation to the placeholders
[ ]

Click the Show positioning of outline icon on the Handout Master View
toolbar:

i
EH %ﬂ | Close Master Yiew

Show positioning of outline

Restoring the Handout Master

If you delete a Date, Page number, Header or Footer placeholder on the
Handout Master, you can restore it.

yout i

ter View Ibar.
uwish t

Handout Master

[ Date
[ | Fage Mumber
[ Header

r
OK I Cancel
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Exiting the Handout Master View
e Click the Close Master View icon on the Handout Master View toolbar

OR from the main menu, choose View = Normal.

Working with the Notes Master

Understanding the Notes Master

e The Notes Master contains formatting information applied to all Notes Pages
in your presentation.

¢ Elements determined by the Notes Master include location and size of
placeholders, background colors, and font size and color.

¢ When the Notes Master is formatted, changes will appear on every Notes Page
in your presentation:

Header Area Date Area

Master title
sté(le

= Click D edit Markr
ks

—Second lewel

g
— Feard bl
+ P
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Displaying the Notes Master
¢ From the main menu select View > Master > Notes Master:

View | Insert Format Tools  Slide Show

@ Mormal

slide Sorter
&l Slide Show F5
Motes Page

e ] | et

B ColorjGrayscale 3

Task Pane  Ctrl+Fl

Toolbars »

Window |

Handout Masker

Grid and Guides. ..

¥

Restoring the Notes Master

o If youdelete a Slide Image, Body, Date, Page number, Header, or Footer
placeholder on the Notes Master, you can restore it.

To restore placeholders

¢ Click the Notes Master Layout icon on the Handout Master View toolbar.
o Select the placeholder(s) you wish to restore.
e Click OK:

Motes Master Layout E3

To exit the Notes Master View
e Click the Close Master View icon on the Notes Master View toolbar:
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Close Master View

OR from the main menu, choose View = Normal.

Review Questions

How would you:

e Display the Slide Master?

¢ Inserta New Slide or a Duplicate Slide Master?

e Inserta New Title Master?

o Apply Multiple Slide and Title Masters to a Presentation?
e Preserve a Slide Master?

e Restore Slide and Title Masters?

e Delete Slide and Title Masters?

e Rename a Slide Master?

e Exit the Slide Master View?

e Display the Handout Master?

e Show the Slide Position or the Outline Position on the Handout Master?
e Restore the Handout Master?

e Exit the Handout Master View?

o Display the Notes Master?

e Restore the Notes Master?

e EXxit the Notes Master View?

SAMPLE
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Formatting and Editing Slides

When you have completed this learning module you will have seen how to:
e Display the Slide Layout Pane

e Apply Text Layouts

e Apply Content Layouts

e Apply Text and Content Layouts

o Apply Other Layouts

e Use Automatic Layouts

e Select a Slide Background Color

e Select a Slide Background Fill Effect

e Apply a Slide Background Color or Fill Effect

¢ Select a Handout Background Color

e Select a Handout Background Fill Effect

e Apply a Handout Background Color or Fill Effect
e Select a Notes Page Background Color

o Select a Notes Page Background Fill Effect

e Apply a Notes Page Background Color or Fill Effect
¢ Omit Background Graphics from the Master

e Alter Slide Placeholders

e Alter Handout and Notes Pages Placeholders

e Insert Headers and Footers

e Insert Slide Numbers

e Add the Date and Time to Slides

e Add Page Numbers and the Date and Time to Handouts and Notes
¢ Change an Indent

e Change Tab Settings

e Change Paragraph Indentations

o« Change Paragraph Alignment

e Set Line Spacing

¢ Add. or Delete Bullets or Numbering

e Change BulletssorsNumbering Style

e Change Bullets or Numbering Size

e “Change Bullets or Numbefring Color

e Change the Starting Number in a Numbering List
e Create Custom Bullets

e Inserta Picture as a Bullet

Working with Slide Layouts
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Understanding Slide Layouts

o A slide layoutrefers to how placeholders are arranged on a slide. Each slide
layout contains a different combination of text and content placeholders.

Displaying the Slide Layout Pane

¢ When you create a new presentation or insert a new slide, the Slide Layout
Pane will display automatically.

To display the Slide Layout Pane (if it has been closed)
e From the main menu, choose Format > Slide Layout.

Applying Text Layouts

¢ Text Layouts arrange the slide into different configurations of text
placeholders. Typically a slide is divided into title and text placeholders.

To apply a text layout to a slide
o Locate the text slide layout you want from the Slide Layout Pane and click on

EAMPLE
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OR click the down arrow next to the text slide layout you want and select Apply
to Selected Slides.

Applying Content Layouts
e Content Layouts arrange the slide into different configurations of content.

¢ Content can be classified as Clip Art, Charts, Tables, Pictures, Diagrams or
Organization Charts, or Media Clips.

o Typically a slide is divided into title and content placeholders.

To apply a content layout to a slide

o Locate the content slide layout you want from the Slide Layout Pane and click
on it

OR click the down arrow next to the content slide layout you want and select
Apply to Selected Slides:

: slide Layout ]

€l 61 A

Apply slide layout:

e slle into dlffereLn con |guraEns o]
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e Typically a slide is divided into title, text, and content placeholders:

___________________________________________________________________________

3 (@ gl
bl £ 2w

Click iconto add
content

___________________________________________________________________________

To apply text and content layouts to a slide

e Locate the text and content slide layout you want from the Slide Layout Pane
and click on it

OR click the down arrow next to the text and content slide layout you want and
select Apply to Selected Slides.

Applying Other Layouts

e Other Layouts arrange the slide into miscellaneous configurations of text and
content placeholders.

To apply other layouts to a slide

the oth ide lay ou wa o] Layout Pane
it
th oW hex the other yo ant and
Appl id

N Automatic Layouts

¢ When you insert content into a slide that doesn't fit into your original layout,
such as a picture or diagram, your slide layout will automatically adjust to fit the
new content.

¢ When this automatic adjustment occurs, the Automatic Layout Options
button will appear giving you the option to keep or discard the change:
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: Iz Design Templake Farmatking

Applying Backgrounds

Understanding Backgrounds

e Backgrounds can be applied to slides, handouts, and notes.
e Background options include colors, gradients, textures, patterns, and pictures.

To select a Slide Background Color
e From the main menu, choose Format > Background and click the down arrow:

Background [ %]
rBackaround fil ——  aApply ko Al |
O .
Title of Slide Apply
+ Bullet bext
D |:. Cancel |
Preview |
I jv
| [ Aukomatic | ster
CEEECENEN

More Colors,

nd
ction ofcolors.
To select a Slide Background Rl Effect

¢ From the main menu, choose Format > Background and click the down arrow.
o Select Fill Effects. This will open a Fill Effects dialog box.

e Click on the Gradient, Texture, Pattern, or Picture tabs to apply the fill
effect.
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¢ Click OK:

Fill Effects

Applying a Slide Background Color or Fill Effect
e Background colors and fill effects can be applied to individual or all slides.

To preview what the slide background will look like
e Click Preview.

apply the ba nd to urre e ¢
. ply

To apply the background to all slides
e Click Apply to All.

Selecting a Handout Background Color
e From the main menu, choose View > Master > Handout Master.
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e From the main menu, choose Format > Handout Background and click the
down arrow:

Format hlonls Slide show  Winde

A Font...

Bullets and Mumbering...

Line Spacing. ..

Slide Design, .

[l &

Handout Master Lavaut. ..

o Select the color you wish to apply to the handout background.

To select a Handout Background Fll Effect

e From the main menu, choose Format > Handout Background and click the
down arrow.

e Click Fill Effects to open a Fill Effects dialog box:

Fill Effects
Gradient  Texture IPdhsm | Ficture |

Texture!

if |

e Click on the Gradient, Texture, Pattern, or Picture tabs to apply the fill
effect.

e Click OK.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 61 - Pow erPoint 2003 - Foundation Level Manual

Applying a Handout Background Color or Fill Effect

e Applying a background color or fill effect to handouts changes all handouts and
handout printouts.

To preview what the handout background color or fill effect will look like
e Click Preview.

To apply the handout background color or fill effect
e Click Apply.

To select a Notes Page Background Color
¢ From the main menu, choose View > Notes Page.

e From the main menu, choose Format = Notes Background.
e Select the color you wish to apply to the slide background.

To select a Notes Page Background Fill Effect
e From the main menu, choose View = Notes Page.

e From the main menu, choose Format = Notes Background and click the down
arrow.

e Select Fill Effects to open a Fill Effects dialog box:

Fill Effects

I™ Rotate Fill effect with shape
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o Click on the Gradient, Texture, Pattern, or Picture tabs to apply the fill effect
you want.
e Click OK.

Applying a Notes Page Background Color or Fill Effect

o Background colors and fill effects can be applied to individual or all Notes
Pages.

To preview what the notes page background color or fill effect will look like
e Click Preview:

Hotes Background E
rBackground fil ——  apply to Al |

o .
Title of Slide apply

+ Bullet ket

D |:. Cancel |

Preview |
T2

™ Omit backaraund graphics From masker

To apply the background color or fill effect to the current notes page only

o Click Apply.

es

Omitting Background Graphics from the Master

e You will notice on the Slides and Notes Background dialog box, there is a
check box for omitting background graphics from the master. If you have added
a graphic to the Slides or Notes Master (it appears on every subsequent slide or
notes page), you can omit the graphic from individual slides by checking this
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box:
Hotes Background E
i~ Background Fill Apply ko Al |
Tikle of Slide Apply
+ Bullet text
O tally | =
Preview |
[ I— -1
|7[ Omiit background graphics Fram masker

Modifying Slide Attributes

Altering Slide Placeholders
e The positions of title, text, and content placeholders are determined by the

Slide Layout. However, placeholders can be moved and resized.

Toresize a placeholder for a single slide
¢ In Normal View, click on the placeholder border.
¢ Click (and hold) the sizing handle and drag the placeholder to the size you

SAMPLE

To move a placeholder for a single slide
e In Normal View, click on the placeholder border. Your mouse cursor must

change to the move cursor:

* Click to add -
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-

Click to add ™
subtitle

¢ Click and drag the placeholder to where you want it.

Note: To alter placeholders for all slides, make the placeholder changes on the
Slide Master.

Altering Handout and Notes Pages Placeholders

¢ Handouts contain Header, Footer, Date, and Page Number placeholders.

When handout placeholders are altered, changes are made to all handouts and
handout printouts.

To alter handout placeholders

e From the main menu, choose View > Master > Handout Master.
¢ Make placeholder changes.

o Notes Pages contain Slide Image and Body placeholders.

To alter single note page placeholders

e From the main menu, choose View > Notes Page.
o« Makenplaceholder .changes.

Note: To alter placeholders for all notes pages, make the placeholder changes
on‘thesNotes Master. The Notes Master also allows changes to Header, Footer,
Date, and Page Number placeholders.

Inserting Headers and Footers

¢ From the main menu, choose View = Header and Footer. This will display the
Header and Footer dialog box:
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Header and Footer E |

Slide | Mates and Handouts I

Inzert the Date - i
[he Lt Include on slide Apphy o Al

¥ Date and kime

" |pdate automatically Aprly

|11/12/z003 =l Cancel
Language; Zalendar bvpe:
IEninsh (.50 j I'u'-.-'estern j
&+ Fixed

Add Slice Mumber I

e | [ Slide number
ﬁ- p Fooker

Add & Footer |

[ Don't show on title slide

o Make sure the footer check box is checked. Type in your desired text.

e Click Apply to apply to the current slide. Click Apply to All to apply to all
slides.

Note: To insert headers and footers for Notes and Handouts, click on the
Notes and Handouts tab in the Header and Footer dialog box.

Inserting Slide Numbers

Vo.insert a slidemumper on assiigle slide

o Click in the placeholder where you/want the slide number to appear.
¢ From the main menu, choose Insert = Slide Number.

To insert slide numbers for all slides
¢ From the main menu, choose View > Header and Footer.
e Click the Slide number check box.

e The Slide Number will appear where the slide number placeholder is located on
the Slide Master.
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To change the starting slide number

e From the main menu, choose File > Page Setup. Change the number in the
Number slides from box:

Page Setup HE
Slides sized for: | Orientation | O I
hal —Slides
Width; ~ Porrat _ G|
10 2 Inches & Landscape
Height ~Nokes, handouts & outline
7.5 2] Inches N
Number shides from: € Land:
Il a—

Adding the Date and Time to Slides

To insert the date and time on a single slide

e Click in the placeholder where you want the date and time to appear.
e From the main menu, choose Insert > Date and Time.

Toinsert the date and time for all slides

¢ From the main menu, choose View > Header and Footer.

¢ Click the Date and time check box. Click the Update automatically check
box and select the date and time format you want by clicking on the down

arrow:

Header and Footer

Side | notes and Handouts |

M 11112/2003 10:13 AM
ool 11/12/2003 10;13:32 AM

OR click the Fixed check box and enter a set date and time.
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e The Date and Time will appear where the Date and Time placeholder is located
on the Slide Master.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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