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Microsoft PowerPoint 2003

Speaker Notes

Have you ever been in a presentation and seen the speaker stumble and neglect a key
point? Don't let this happen to you! Tap PowerPoint’'s speaker notes feature to help
track your thoughts. Speaker notes are for your eyes only—attendees don’t see them
during the presentation—you can use a separate computer, monitor, or a printed
version to make them available only to you as you lead a presentation.

pr=————— 0 PowerPoint 2003, a notes field appears right below the slide
. : you’re working on, as shown in the figure to the left. To enter
= | information into this area, just click anywhere in the box and start
—'| typing. If you need more space, you can clear

the rest of the clutter—such as your
=4 outline and slide layout bars—from the
screen and see just your slide and
speaker notes. To display this minimalist view, go to View | Notes
Page. You will get a view similar to the one in the figure to : the
right. T ———.

Master Slides (View | Master | Slide Master)

B bcrout o poerbont 1 d While you're in Slide Master View you can move
TR TN T between slides using the arrow keys while nothing
on the screen is selected. Right and up move
forward in the presentation, while left and down

: move backward. While in the Notes Page view, you
o Click o et Master tile e can’t edit the actual slide, though. To go back to

-oso e ] Normal view to edit a slide, go to View | Normal or
| o | — double-click the slide on the Notes Page.
e | = R change the master slide, go to View | Master |
- % [ZIshow when inset H H H ’
B b acaa s easncass | Slide Master. When you do, notice that your slides
thumbnails along the left edge of the screen

disappear and are replaced by one or two thumbnail images. Don’t worry; you haven’t
lost your slides. On the Slide Master screen change any elements you want.

You may have two master slides showing—one is the presentation’s first slide, which
could be the title slide, while the other is the master slide for all the other slides.

To change text elements, including size, color, and font, select the text in question and
choose Format | Font and, in the resulting window, make the necessary changes.

To change bullet elements, select the header level you'd like to change and then
choose Format | Bullets And Numbering. In the Bullets And Numbering window, you can
change the bullet type, color, and more.
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When you're done making changes, click the Close Master View button or go to View |
Normal. Any changes you made on the master slide are now automatically reflected on

all the presentation’s slides.

Stacking and Grouping

To change an object’s position in a stack, right-click the object and choose the Order

submenu on which there are four options:

* Bring To Front—Brings the object to the
the stack (forward)

* Send To Back — Moves the object to the
bottom of the stack (backward)

» Bring Forward—Brings the object one
closer to the top of the stack (forward)

* Send Backward —Moves the object one
closer to the bottom of the stack
(backward)
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Grouping is related to stacking. Once you have a nice, neat stack, what do you do if you
need to move the stacked items to a different place on the slide or to a new slide
altogether? Answer: Group them so that they become a single object.

To group objects, hold down the Control or Shift
keys and select each object you'd like in the
group, then right-click one of the objects and
choose Grouping | Group from the resulting
shortcut menu. Now, when you move one of the
objects, all the grouped items move as a single
unit. They even resize together so that they
remain proportionate. If you later decide you
want to separate the objects, right-click the
group and choose Grouping | Ungroup.
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Adding Video (Insert | Movies And Sounds | Movie Fr

To add a movie or video clip to a slide, go to
the Insert | Movies And Sounds | Movie From
File. Select the movie or video clip you'd like
to view and click the OK button. The movie
will be added to your presentation, and you'll
be asked a question pertaining to how you
want the clip to be played:

» Automatically—Plays the video clip as
soon as you load the slide

* When clicked—Won't play the video
clip until you click the video area, which
shows up as black until you start
playing the clip (unless you choose to
hide it until it starts playing)

Once a movie object is added to your slide,
you can control its behavior. To set movie clip
properties, right-click the movie object and

om File)
Insert I—
=1 New Slide Ctrl+m
Duplicate Slide
Page Mumber
Date and Time...
Slides from Files. ..
Slides from Cutline. ..
Picture b
{:ﬁ Diagram...
23l| TextBox
| Moyies and Sounds [ | Movie from Clip Organizer...
[l chart... | Mavie from Eile...
] Table... Sound from Clip Organizer. ..
Object... Sound from File...
Play CD Audio Track...
Record Sound

choose Edit Movie Object from the shortcut menu, where you have the following

options:

* Loop Until Stopped—The video will play over and over until you move to the next

slide.

* Rewind Movie When Done—The movie plays one time and goes back to the

beginning when it's done.

* Hide When Not Playing—The movie frame is invisible until you start playing the
movie. Don’t use this setting unless you've opted to automatically start the movie

since it will result in your not being able to start the movie manually.
e Zoom To Full Screen—The video uses the entire screen rather than being

confined to the video window.
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Inserting Excel Data (Insert | Object)

To insert an Excel worksheet into a presentation, go to the Insert menu and choose
Object. This action displays a list of different items you can add to your presentation. On
the left side of the window, choose Create From File so that you can open an Excel file,
rather than create a new sheet. Next, find and select the Excel worksheet you'd like to
add to the presentation. Resize the spreadsheet on the slide so it fits better. Note that
this does not change what is viewable. It only changes the text size, but keeps the same
data on the screen. If you want to display more or less information, you must be in

“Excel mode” to resize the window.

From here, you can also edit the worksheet’s
contents by double-clicking anywhere in the table.
You'll even see the PowerPoint toolbars replaced
by Excel’'s when you do click on the spreadsheet—
see the figure to the left. All Excel functionality
becomes available. While in this view—where you
can edit your Excel data—you can also resize the
Excel window on the PowerPoint slide so that it
shows only the data you want it to display in

PowerPoint.

A table isn’'t always useful, though. In many cases,
a chart communicates an idea more effectively. The best way to insert an Excel chart in
a presentation is to create the chart in Excel and then copy and paste it into your
presentation using a link to the original chart. In this way, if you must make changes to
the chart data after you're done with the presentation, you can quickly update the
presentation’s version of the chart without having to repeat the insertion process.

First, create your chart in Excel. This assumes that your chart is
based on data from an Excel workbook. Next, select the chart in
the Excel workbook and click Edit | Copy. Back in PowerPoint, go
to the slide where you wish to place the chart and choose Edit |
Paste Special. Along the left side of the Paste Special window,
choose Paste link—thereby enabling automatic updating of your
chart as changes are made to the original data. Now, click OK.
Voila! Your chart is now a part of your presentation. If you make
changes to the source data and it doesn’t look like your
presentation’s chart is updated, right-click the chart and click
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Transitions, Animations, and Slide Timing

To add a slide transition, right-click the slide’s thumbnail image
and, from the resulting shortcut menu, select Slide Transition.
This action opens the Slide Transition window in the Task Pane.
PowerPoint includes a few dozen different transitions by default.
More are available for purchase on the Web. Click transitions
listed in the Slide Transition pane to preview them.

Accelerate or slow transition speeds by changing the Speed
setting under the Modify Transition heading, which lies beneath
the list of optional transitions. If you like, you can also apply

sounds to transitions.

Specify the method for advancing slides within

the Advance Slide window, found toward the
bottom of the Slide Transition Task Pane. If you're on a tight, timed
presentation, or if you don’t want to interact with the PowerPoint during
the presentation, you might want to allow PowerPoint to automatically
advance your slides after a certain period. Of course, make sure you
stay on track or your presentation will end up getting ahead of you.

To apply your transition selections to all slides in your presentation,
click the Apply To All Slides button at the bottom of the Task Pane.

By default, PowerPoint requires you to manually click through slides to
complete a presentation. However, using the Slide Transitions task
bar, you can instruct PowerPoint how long a particular slide should
appear on-screen. Right-click a slide’s thumbnail image and choose
Slide Transition from the shortcut menu to configure this setting. Three
options exist in the Advance Slide section:

* Mouse Click—Advances to the next slide when you click the left
mouse button.

* Automatically After—Advances to the next slide after the
specified amount of time.

» Both—If you enable both options, you can advance to the next
slide with a mouse click. If you don’t do so within the amount of
time specified in Automatically After, the slide will advance on
its own.
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Printing Presentations

PowerPoint offers a number of options for printing
presentations. All of the options are available by
choosing File | Print and clicking in the Print What
drop-down menu:

» Slides—Prints your presentation as is. One
slide prints per page, and each slide fits an
entire printed page.

* Handouts—When you choose the Handouts
option, you can opt to print more than one
slide on a page (1, 2, 3, 4, 6, or 9 slides per
page, to be exact). This print view can be
particularly useful with 1, 2, or 3 slides per
page, as sufficient room is left for attendees
to take notes with each slide. Three slides
per page is likely the best choice, as all
three slides print down the left-hand side of
the page and horizontal lines are printed down the right, providing participants
with a ready-made notebook of sorts. To change the number of slides that print
per page, select the Handouts option and then, in the Handouts section, specify
the number of slides to be printed per page.

* Notes Pages—Prints your presentation, including any speaker notes you have
entered. In this print view, a single slide prints at the top of the page and your
speaker notes print below it.

* Outline View—Prints a straight-up outline of your presentation. Each slide
heading becomes a top-level outline item, and bullets become subtopics.

When printing slides, you can choose to print just a subset of your presentation. Control
these settings through the options in the Print dialog box’s Print Range section. Select
All to print the entire presentation. Current slide prints just a single slide. Note specific
slide numbers—separated by commas—uwithin the Slides text box to print only select
slides.
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