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Slide Show Options

Popup menu

Tools for Working With Office

Options

Lustomize language, dis|

‘B on m tab, ¥® on

% on Advanced

, choose

, check these options

Slide Show

Show menu on right mouse click
Show popup toolbar(:
Prompt to keep ink annotations when exiting

v
v
v
v| End with black slide

Popup menu on right mouse click - Check this box if you want to
be able to access the shortcut menu during a presentation.

Show popup toolbar - Check this box to activate the toolbar that appears in
the bottom, left corner of the screen during a presentation.

End with black slide

The last slide you speak to should not be the last slide in your
End of shde show, dick to et

presentation. The final slide should be a blank slide so that if you go

through all the other slides, you have a final backup from dropping into

the program. This final slide can be a black slide.

A black slide looks like this:
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Open and use Excel (or Word) from within PowerPoint

You could use this to make notes in the other program as the presentation is being shown

:'l

Add a shape to a slide. YD on the shape. ¥D on A‘:{'}"

Action Settings 2|

Mouse Click | Mouse Over

Action on dick
() None
() Hyperlink to:
Next Slide

© Run program:

Choose m “® on Browse to open Excel/ Word (To do this

you need to know where your program files or program file shortcuts are)

. » Computer » SYSTEM (C:) » Program Files » Microsoft Office » Officeld »
for example = — —_— — — - ‘D on the

. 7| EXCEL.EXE
required program eg
View your slide show and click your Action Button. You may get a security notice - ¥ on Enable

Microsoft PowerPoint Security Noﬁce'- (Y -

@ Microsoft Office has identified a potential security concern.

File Path: C:\Users\gayr\Desktop'Pasifika Cultural Festival [Autosaved].pptx

To help protect your security, Microsoft Office has blocked the ability to run an
external program automatically. If you choose to enable the external
programs, your document and computer may no longer be secure.

If you wish to run external programs in Action Settings, dick Enable. If you
wish for external programs in Action settings to run automatically, dick Enable
All, but note that this may be a security risk. Otherwise, dick Disable to
continue.

[ Enable Al (not recommended) | [ Enable | [ Dsable |

A document/worksheet will open on the screen and you could key into it any points your audience might
come up with (from a discussion) then print each person in your audience a copy and discard or save the file

and close Word/Excel (you would then be back in PowerPoint).
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Jump to a page/slide

This can be useful when making a presentation, that you are “speaking” to. Use the printout of your
slideshow to show you the slide numbers. Note which slide number has the link to Word on it.

View your Slide Show.
Key the slide number for the slide and press the Enter key.
The slide will appear.

This gives a professional touch to your presentation as it appears seamless to the audience.

Some Extra PowerPoint Tips:

Shortcut keys during a presentation, Press F1 to see this list. Some of these are VERY useful, try B or W —
excellent to focus your audience on YOU

Try Ctrl H (or you may need to use Ctrl L) to hide your mouse pointer

General | Rehearse/Record | Media | Ink

Slide show navigation shortcuts

'N', left dick, space, right or down arrow, enter, or page down  Advance to the next slide
'P', backspace, left or up arrow, or page up Return to the previous slide
Right mouse dick Popup menu/Previous slide
Number followed by Enter Go to that slide
Esc, Ctrl+Break, or - End slide show
All Slides dialog
Blacks/Unblacks the screen
Whites/Unwhites the screen
Stop/Restart automatic show
Go to next slide if hidden
Hold both the Right and Left Mouse buttons down for 2 seconds Return to first slide
Ctrl+T View task bar
Hide /Show arrow on mouse move
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Useful Shortcut Keys

General

Open a Presentation <Ctrl> + <O>
Save a Presentation <Ctrl> + <S>
Print a Presentation <Ctrl> + <P>
Close a Presentation <Ctrl> + <W>
Undo <Ctrl> + <Z>

Redo or Repeat <Ctrl> + <Y>

New Slide <Ctrl> + <M>

Help <F1>

Slide Show Delivery

(These shortcut keystrokes only work in Slide Show
View)

End Slide Show <Esc>

Start Show <F5>

Pause Show <Break>
Duplicate <Ctrl> + <D>

Internet searching tips
See page Error! Bookmark not defined.

Where to go for help when searching

Navigation:

The Previous Slide <Page Up>
The Next Slide <Page Down>
The First Slide <Ctrl> + <Home>
The Last Slide <Ctrl> + <End>

Formatting

Bold <Ctrl> + <B>
Italics <Ctrl> + <I>

Underline <Ctrl> + <U>

Editing

Cut <Ctrl> + <X>

Copy <Ctrl> + <C>
Paste <Ctrl> + <V>
Find <Ctrl> + <F>
Replace <Ctrl> + <H>
Select All <Ctrl> + <A>

Go to this site to search for help finding images http://images.google.com/help/faq_images.html

=

6*t ons e 3 1ze:
Use Advanced search a lm;;vL! to limit file size Image size:

Image attributes

Any size E

Go here for help http://www.google.co.nz/support/ on all areas of searching

When looking for a definition of a term, key eg

When doing a “phrase” search

"pasifika festival 2012"

define pasifika

use “quote” marks
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t|p3 The Slide Master

A PowerPoint Slide Master contains objects that you want to appear on every slide in your presentation. With
a Slide Master, you only have to include/ format/ position an item once on the Slide Master and PowerPoint
will automatically include the item on every slide. Some things are automatically set up by PowerPoint (for
example; place for slide title and text) so you don't have to create them each time. If you want to add
additional items to your Slide Master, you can at any time.

This is what the Slide Master looks like:

Click to edit Master title style
+ Click to edit Master text styles
- Second level
* Third level
— Fourth level
» Fifth level

The Slide Master has boxes already set up for the slide title and text. They're called the Master Title and the
Master Body objects.

The format of these objects determines the way your text will look on every slide in the presentation. You can
always make individual slides look different from the Slide Master, but a Slide Master gives you a consistent

starting point.

The Slide Master is flexible. You can move objects around, add art, add headings or labels, change colours and
fonts.

As you create any slide, you have the option of using or not using the elements from the Slide Master. To
change the entire presentation, you simply change the format of the Slide Master. PowerPoint will then
change all your slides accordingly.
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Change the Slide Master
To achieve a consistent look and feel, a Master slide is attached to the presentation. It is used to format titles
and the main text on your slides, including fonts, size, colour and such special effects such as shadowing. You

can also set up animations of text, and transitions, on the slide master.

B

Master

‘B on VIEW T tab, choose . Ribbon will appear

Slide Master Home Insert Transitions Animations Review View

W H ] = Col il iz . Py
| ™ i [¥] Title u e W) Background Styles | L—b
k [FA Rename = Fonts ~
Insert Slide Insert - Maste Insert [¥] Footers | Themes . [ Hide Background Graphics Page Shde_ Close
Master Layout “# FIESEVE | |ayout Placeholder~ - [O]efteats Setup Orientation = = Master View
Edit Master L\\; Master Layout Edit Theme Background . Page Setup Close
-

ery important

Bl fssssusussiiissasaad
ll= - H >
A - e —

Masmr B s

1 =3ccord love
= = Thirg el
Pr—

[

You must move to this slide in the
Navigation pane

@ Background Sty& ¥

‘B on . Choose eg a Fill Effect, Two colour (dark / medium colours). Apply to All Slides

[A]Fonts ~| Create New Theme Fonts... .
“Bon 4 —... down arrow, choose = and set up as required

Change font colours. Select the text in the title box or bulleted items box. Change the font colour (to be light,
bright and look good with your background)

Change font sizes. Select the text in the title box or bulleted items box. Change the font sizes (to easily read)

(Remember the target audience )
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Bullets change / customise

Note: this can also be done on the Slide Master so that all bullets are changed throughout presentation

B on the first bulleted item level you want to 'i},"ets and Numbering [ 2 o) |
(e oy e = vy ‘ Bulleted | Numbered |
I+ Clickto edit.\ﬁaster*fcyles/ = :
: Second level [
I Third level I -
{ Fourth ley
i el None
change ! ‘B
on down arrow, choose h _
:=  Bullets ﬂ’d Numbering... S
2 “B on Picture, search =
for a picture or choose a picture Sze: 100 |5 “oftext
Color g\,f_r)' vJ

Repeat for other levels on the master slide.

Adding animation to the master slide

Select the placeholders by holding shift and YD on the title and the text placeholders

p Start: After Previous ~

_% D Duration: Auto

- D Delay: 01.00 -
APPEAT change timing :

*|  Animations

“B on tab, choose animation

Adding transition to the master slide

Advance Slide
= On Mouse Click

-

[V] After: 00:05.00 2

Transitions T
‘B on tab. Choose transition effect eg Fade | change timing

3l Apply To All
VERY IMPORTANT - “B on + -

Close the master slide

Close
Slide Maste >
“B on l e [ tab, “B on Master View
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Set Up a Slide Show to run Automatically — browse by an individual

-
HCB ]
SetU

Slide S

Open My animation.ppt. “® on Slide 1.“8 on Sldeshow 1 ap goto SetUn group, YO on

“® on Browsed by an individual (window)

Show type Show slides
Eresentembv a speaker (full screen) |@‘ All |
| @ Browsed by an individual (window) ® Erom: =] 1o: S
() Browsed at a kiosk (full screen) Custom show:
Show options Advance slides
[] Loop continuously until ‘Esc’ ) Manually
] i i ©) Using timings, if present
["] show without narration I Using timings, if pr ! 2 on OK

} Esc
Change to Slide Show View ( _J to exit ). Your presentation will be shown in a window rather than full
screen. You will still have to restart the presentation if you want it repeated. Save and close.

Save the changes. Save the file with a new name e browse‘at Sk

Set Up a Slide Show to run Automatically —rolling presentation

1 Esc
A rolling presentation is a presentation that runs in a continuous loop until the user presses the _J key.
Ideal for an Expo!

HCE)
— Setz

. li how :
GotoSlide 1. “B on Shaeshow 1 o goto SetUp group, “® on Slide S

Choose Browsed at a kiosk (full screen) Note: the show will loop continuously in full screen view.

Set Up Show
Show type Show slides
(©) Presented by a speaker (full screen) @ Al
— indivi indqw) From: 2| To: -
(@ Browsed at a kiosk (full screen)l Custom show:
Show options Advance slides
Loop continuously until ‘Esc’ _) Manually
I [7] show without narration | (@) Using timings, if present
[ show without animation Multiple monitors
F — Nisnlav slide show nn:
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