Mrs. G’s Low-End How-To’s for

ADVANCED POWERPOINT

Disclaimer:  The following descriptions are my personal, not so technical, probably not as good adaptations of “How to’s” in the Computer Prep Learning Guides for PowerPoint.  For better directions, please buy their books.
1. Hyperlink—You can use hyperlinks to create an interactive presentation that allows you to move to different slides within the presentation, or to files or locations outside the presentation, by clicking on linked text or objects. P. 118 (II)

· In normal view

· RMC on the object to be linked (select if it is text, then RMC)

· Click on Hyperlink

· In the Link to section, click on an icon.

· Click on the desired location in the list.

· Click on the OK/ button

Remember that once you link to something out of your presentation you will probably want to go back.  You will have to link back.  You can not link back from a web site, but will have to close the web site.

2. Voice Narration—This is used to add voice to slides.

· In normal view
· Go to Slide show

· Click on voice narration

· Record and animate as needed.
3. Meeting minder/speaker notes—when you are using a slide show during a meeting, you can keep a running record of the ideas and action items generated by the meeting participants.  P. 130 (II)

· In slide show view

· RMC, then click on Meeting Minder

· Click on the Meeting Minutes card of the dialog box

· Ckick in the white space at the right of an existing entry if necessary

· Type the comments, questions, ideas, or notes

· Click on the OK button.

Action Items are much the same.  P. 131 (II)

· In slide show view

· RMC, then click on Meeting Minder

· Click on the Action Items card of the dialog box

· Click in the description box, and type description.

· Press <Tab>, type the name of the owner.

· In the Due Date text box, change the date if necessary.

· Click on the Add button.

· Click on the OK button

4. Pen and annotations—

· In slide show view

· RMC, click on pointer options

· Choose pen

· Write or draw by using a click and drag motion

5. Organizational Charts—Create with many levels and show details as desired within an organization.  P. 60 (II)

· In normal view, display the slide after which the organization chart is to be put.

· Open a new slide by choosing the organizational slide

· Type in the information you want.

· Add/delete boxes as you choose.

· You can modify borders, font, etc.

6. Slide Master—You can use a presentation’s slide master to customize the appearance of slide titles and text and to add background graphics or text.  For example you could put a logo at the bottom of each slide.  Instead of adding the name to each slide individually, you can add the name to the slide master and it will appear automatically.  P. 90 (II)

· In normal view

· Click on View, Master, Slide Master

· Triple click to select the text that is to be modified.

· Format as you wish

· Switch back to normal view to see changes.
7. Action Buttons—These are predefined action buttons, which can be inserted into your slides and assigned hyperlinks or common functions.  They can be resized and the icon on each button could be used to represent the function.  You can also make pictures into action buttons.  P. 110(II)

· In normal view

· Click on View, Master, Slide Master

· Click on Slide Show, Action Buttons

· In the palette, click on an action button

· Click and drag a shape in a corner of the slide

· Click on the OK button

· Switch back to normal view

· Button will not appear on title page.
8. Hide Slides—This can be used when you want to use the same basic presentation for different audiences.

· In slide sorter view

· RMC

· Select hide slide

· Slide still there, but won’t show once you start your presentation.
· Black screen—hit b key to get a black screen

· White screen—hit w key to get a white screen

9. Insert Objects
· Insert Charts

· In normal view

· Double click on the Chart icon in a new chart slide will display a Datasheet.

· Replace sample data and headings.

· Click outside the box to display the chart.
· Customize using Chart Menu  
· Insert Tables P. 49 (II)

· In normal view

· Use a new Title Only slide.

· In the standard toolbar, click on the Insert Table button.

· Clicking on the table grid will determine the number of rows and columns.

· Enter the data.

· Borders and boxes can be modified.

· Insert Pictures from a file

· In normal view

· Click on Insert, Picture, From File

· Navigate to the folder that contains the picture file.

· Click on its file name.

· Preview if necessary.

· Click on the Insert button.

· Insert Sound from a file

· In normal view
· Click on Insert, Movies and Sounds, Sound from File

· Double-click on a sound clip icon

· Click Yes button to play automatically or click No button to play on click

· Click and drag the speaker icon to a convenient location on the slide.

· Insert Video from a file

· In normal view
· Click on Insert, Movies and Sounds, Movie from File

· Double-click on a motion clip icon

· Resize and reposition the clip if necessary.

· Preview the motion clip.
· Insert Items from the Internet

· RMC

· Select save as….

· Save where you want

· Insert into your presentation 

· REMEMBER copyright
10. Pack and Go—This is used when you create a presentation on a computer other than the one on which it will be shown.  If you want to show the presentation on a machine that does not have PowerPoint, you must also include PowerPoint Viewer.

· In normal view,

· Click on Slide Show, Set Up Show

· If necessary, click on the Presented by a speaker (full screen) option, click on the All option, click on Use timings, if present, then click on OK
· Click on File, Pack and Go, Next


· Choose the current presentation by clicking on next.

· Choose your destination.

· Click on Embed TrueType fonts, Next

· Click on Viewer for Windows 95 or NT

· Click on Finish

