12. Animations involve more choices and _
customization. Here are some of the possible

choices:
In this example, the 4 Filo Edit View begort Format runl:mm.v T T2
b "DEeT D ABRF o v_:-:::;w“mm hﬂ'ﬁﬂ:gfx}f .

photo has been
selected, and then

LTe T | A 1 B

- Al® I ¢ 5
- z SEr Ly Show.

at the Animations
choice, only items &
in black are L]
available for this Al
object. 4

e

Lakir et
Iy jrirmidiatin

You can select
Custom at any
time, See the
example below for
choices there.

Lo e TR

U Bl

Wmgiei Flapitel.

Dl

LpliL Ve rEcal De
Mg il

e \Enlup0-

M FrFrrTET T T

13. Once you get into Custom, these are some of the
dialog boxes you will see:

This is the first T P ——
screen. The %‘1‘:‘:‘“‘"' ey st st
highlighted item in the el 3
box on the upper left T .
IS the item whose e i
animation you are e
effecting. = S )

L Znmd]

Handles appear on
the Preview.

(ances ] ([
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ok Db 81 | 1 Dol
Seleet fo wrirn Tihect Y,/ Trar wwd Tiwarn Y/ Dphaasy
el =ty
In this example, T =l .
the way in which we b fron
the photo, called |'— e (e
“Picture Frame” el B el
moves in is = | 1ol | ==
changed. e : =
- i 5
[(oza ] [ rrm ]
(Emmeer) =]
In this shot, you can Do b
add and change the | L Lo
sound that occurs B2 i .
when the item o
moves into the slide. B
Bl ey =
(This is where you Sl ;‘fé
should remember the ol =
axiom, Less is more, (har”
and also, whether R it Sl
the effect is needed A =
at all.)
This screen shows some of |z s,
the effects that you can use |[*" i Sy
after the animation has o m—
occurred. This is a good " T ES—
feature to use to keep B EET
information on the slide, but || W& ‘ ——
allow the viewer to focus on | s e
the newer content added. (e (5]
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14.

15.

16.

Using Templates

You can shorten the time |[===

it takes to come up with a
well-designed layout for a

presentation by using one |

of the many templates
included in the program.

CoP A A L
B L=
- it Pt raar ey Ty et g b
.

el C=0)

Just be sure to use one that is appropriate for the
audience, i.e: formal, fun, colorful, plain, etc...

Hewe Slide

The New Slide layout

Crass & i bl

template comes up

each time you want to

==l [Cance |

create a new slide.

=]

r"l = ﬂn"n

TiHe Hids

= ||of

3 =

[0 Dumt b i did g e g

There are many ways to
view your work. This
screen shot shows the
slide sorter. The slide
sorter allows you to see
your slides in “thumbnail”
view. You can rearrange
slides just by moving them
between any two other
slides. You can delete or d

uplicate slides here as

well. You can shift-click multiple slides to move or

delete many at once.

©2003 Henry Anker, LAUSD, Local District F
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17. Another way to work with your presentation is with
the outline view. This view allows you to enter the
majority of your text in order, and according to the
importance of one item in relation to another.

|E Praweniathen i E

i N B by g P
Prosantatlan by Hediy i bk
Lcwd Daatrict r
IEFIZ4-3114

e g 0120
o @ Tres Poriad 4 Gt Wit ing
= Amed, Rand, Fasd!
# Heaf for Flegairs - mir
L The Foad to Great Wnting
| crt By sk b 1t ppaal
bt e * Read. Fesd. Bel! l
& Read T Pleasie
* Ferd for [nfoematiom

* Menoly ayvks that Apgeal 0 Wl

ve|d B |

CHok 10 & hobas

=

As you enter text into the Outline area on the left,
the text appears in the corresponding slide as well.
Pressing return creates a new slide or bullet item,
while pressing tab will indent the line to be dropped
down to the right of the line above.

18. Viewing your work (see the captions below)
98 7 [«&— play your slideshow

outline, slide & notes —H:E o
viewed simultaneously | n -
view the slide sorter

outline view only view one slide in editing
mode

©2003 Henry Anker, LAUSD, Local District F Page 16

—




These buttons are found in the lower left corner of
the main window in PowerPoint. These views are
also accessible from the View menu.

19. Using ‘Mﬂl[l n" ﬂ@a

Word Art is easy to access and works well for
heading text or other special text elements.
Try not to overuse Word Art.

Click on the Word Art icon in the toolbar. The Word
Art Gallery opens where you can choose the
special appearance the word(s) will have. (You can
resize Word Art text on the slide once it's there.)

WordArt Gallery

Selecta Worddrl =lyls:
W] iﬁmﬂﬁﬂ wordar, Worahr] Wordar |
Ilﬁhfr:i.-".i: Warddet {oraz | handlet | 2

]m'rmt Peornd A Iﬁl“ .'-"! il 1] '.I':

- T
Ms:i--.‘ﬂr[ihrr Wardhet | Wl | st | & **

Thodhs lw Ry

LRI ! ulil
1 ¥ &

£
!

Click OK for your choice.
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The window opens where you can enter your text.
You can copy/paste text into this window.

-~ EONL W O FIRAFT TEXT

Fan Size
[ et S EDEIRE R |ES |
Your Text Here

| caneal | | ox |

Click OK, and your text appears as Word Art on the
slide. If you change your mind, you can delete it and
repeat the process with another style of Word Art.

20. Using ClipArt

PowerPoint has lots of clipart images you can use to
help focus (or dress up) your presentation.

Just remember who your audience is, and how
likely it is that they have seen such, possibly tired,
images before. Think about how you would feel
viewing your presentation.... Are the images you
are adding making the presentation better?

To access the ClipArt, pull down the Insert menu to
Picture and then to Clip Art...

See the screen shot that follows:
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21. Adding Page Numbers

Page numbers must be added to slides in the
Header & Footer.

To use Header & Footer, pull down the Insert menu
to Header & Footer. Here is the dialog box that

appears:

Remove the

= e dder ahd Footer

check for

Date and\(
Time if you

don’t want
those items to
appear on

your
presentation.

Place a /

check in the
box for Slide
Number.

S\ ¢ -Nulemand Hardeuty
Imcinde on alide
[ Dt and 1ive __ -|'|l'tl1 All <
fi _I ' : 5
305 Cancel
. TR AP
E‘Elld-i numibar
B Feter

B meart ahwes om tidle slick

©2003 Henry Anker, LAU
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Click the
apply to All
button if you
want the
page number
on all slides.

Click here to
keep the Title
Slide (first
slide) from
displaying a
page number.
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To alter the standard appearance of the page

number, pull down the View menu to Master and
then over to Slide Master. You will see the Master
Slide items displayed.

You work with these items as any other item, but

whatever you do will affect all the slides.

Here, | have
moved the
text box that
holds the
slide number
from the
lower right to
the upper
right. | have
also clicked
on the frame
and changed
the size of
the text.

0 - Fresentation HE
Y SN HRPP Y - L SR
\Click to edit Master e bl
fr s s i s % G A o
|‘ R
i = Tamh kel
i - TR vl
i
|
-. Shmcl hrea for drdlaloaroutz
i T S NG, -

EHEa: o =

To return to your normal view of slides, go to the
View menu and choose Normal.
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