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1. Introduction

PowerPoint enables anyone to produce, with a little practice, beautifully laid out
presentations, either as on-screen shows, or as OHP slides. The aim of these notes is
to introduce you to the basics of PowerPoint. It will tell you how to create attractive
animated presentations that include animation, images, charts, tables, and links to
other software.

Users of previous versions of PowerPoint will notice that the user interface has
changed dramatically, but, these changes give PowerPoint a lot more features, in a
very intuitive layout.

Files produced in PowerPoint 2007 have the file extension ".pptx", and the files
themselves are very different from previous file formats. If you wish to use an old
PowerPoint presentation in PowerPoint 2007, PowerPoint will switch to compatibility
mode, to let you work on the old file with no problems. You can then save this file in
PowerPoint 97-2003 format, or you can save it in the new PowerPoint 2007 format.

If you give a copy of a new PowerPoint file to a colleague who is using an older
version, they will not be able to read it initially. However, their PowerPoint will
detect this new format, and will invite them to download and install a compatibility
pack. Once they have done this they will be able to work on PowerPoint 2007 files in
their older version.
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2.1 Starting PowerPoint

To use PowerPoint you first need to start up your computer and log on with your
usual username and password. Click the Start button and select All Programs, then
from the sub-menu, select Microsoft Office, then select Microsoft Office
PowerPoint 2007. When PowerPoint loads you will see the following screen.

(o 20 )= Presentationl - Microsoft PowerPoint S O
plmegd) L —
i ——
g | Home { Insert Design Animations Slide Show Review View Add-Ins @
e B Layout ~ —T1 s =T S = - [ <» - || @A Fing
B [ EwE| - Bl B
| Er) B5|Reset | e = e — __J = z 2 = (|43, Replace »
Paste MNew || B I abe & A Ay || A || = = — Shapes Arrange Cuick It
+~ J | slide~ & Delete || = =y ||_| .|— = > il | < syles~ = || R Setet~ |
Eg!_[_p__huam El I Slides 1 Font '-I Paragraph ‘_-‘:! Drawing IF] ||_E_drtlng_ ‘!
i H_x] I

|
1

Click to add title

Click to add subtitle

Click to add notes

Slidel of1 | "Office Theme™ | English (U.K) |

EEE

The area in the centre displays the slide layout. The area on the left displays the
structure of your presentation as it builds. The area below the slide is labeled Click to
add notes. You can use this area to write notes, which you can read from as you

deliver your presentation, these notes can be printed out and are not visible whilst you
show the slides.

The three buttons on the bottom left of the screen offer you different views of the
presentation.

@ The normal view shows all elements of the PowerPoint screen as above.

ESIide sorter view shows all slides together, allowing you to re-order the
slides.

@ Presentation view lets you see each slide as it will appear in the presentation.
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3. The User Interface

The user interface is very different to previous versions of PowerPoint. Once you get
used to it, it becomes very easy to use. Microsoft has created online training modules,
which tell you how to find familiar commands in the new interface. You can access
these modules from www.shef.ac.uk/cics/office2007 where you will also find a
detailed CiCS guide to the new interface.

3.1 The Office Button

- In the top-left corner of the new interface you will find the Office button,
E’?} . which replaces the File menu from previous versions of PowerPoint. Click
=/ this button to reveal options allowing you to Save and Print files. It
contains a list of your most recently accessed presentations, and it contains the
PowerPoint Options button, which take you to options previously found in the
Tools menu under Preferences.

3.2 The Quick Access Toolbar

EM = = Situated to the right of the Office button, the Quick
230 Access toolbar holds buttons that can be accessed from
— all views of PowerPoint. Whatever you are currently

doing, you will be able to access these commands. Initially, the toolbar contains a

Save button and Undo and Redo buttons, but you can easily customise the Quick

Access Toolbar to hold your favourite commands.

3.3 The Ribbon

ol
--/ Home Insert Design Animations Slide Show Review View Add-Ins
=5 1 55| Layout ~ B 5] e T | [ D
=] | 53 bl el e e ==

E =] Reset
Paste MNew R | 5 AV ; L = = = =|| ==
% Slide ~ 3 Delete i : e ==IE=mE
Clipboard ™ Slides Font Paragraph

The ribbon contains eight tabs, each relating to a specific task.

Each tab contains several groups of tools; here the Clipboard, Slides, Font and
Paragraph groups are visible.

Each group contains related buttons, menus and lists.

' Some groups have an arrow in the bottom right corner, which gives a dialog box
when clicked.
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4. Working with Files

Read section 1 of this document to find out about working with the new file formats.

4.1 Saving Files

As you type data from the keyboard it will appear on your screen and you can watch
as your presentation grows. To make your work safe you need to make a secure copy
of your presentation in a file.

To save your file, either click the Office button and select Save, or click the save

&= Dbutton in the quick access toolbar. The first time you do this for a particular file you
will get a dialog box where you can supply a name for your workbook, and specify a
place in which to save it.

Save in: ) My Documents v @ @ X ciE-
jij\-‘ Sharing Falders [0 dawnloads (Cdept videa
'J ‘iﬁbmelahlllwg j communication plans
S, (Emy Pictures [Dwireless
I print unit quotes IZiphatoshop cs
= [Znewsletter IZ)Untitled, Data
T I)5R0S [&5] My Data Sources
Desktop (S)Home 2 mdf
| |8y webs Dacvs
2 [ utilities Disc ChFunnies
}J :ijsupel vision § My Videos
My Documents | |Z)SMP Project Ecicsweb
—| [Z)Zimbra |__)spsscode
e My Received Files  [Cmaster docs
f‘)—g =My Albums {2 committees
My Computer [S)homepage JE
-~ l[Z)MNew Folder D 5ystem X
"’j} -.jM\.‘ Music -CjTIwunderblrd
My Network DMy eBooks IChFinePrint files
Places
Fiepame:  [presentationi.pobx v|
Save as LYDE! | poyerPoint Presentaton {=.pptx)

Specify a name for the file in the File Name box. A file name can contain up to 256
characters, including spaces and capital letters. Next you need to specify the location
for the file. This can be any folder on your hard disk or network account. Initially,
PowerPoint will offer you the My Documents folder but you can change this by
selecting a new drive or folder from the Save in menu.

The file name is followed by the extension .pptx The name helps you identify
individual files whereas the extension helps PowerPoint to recognise files that it has
been used to create. When you have entered a hame, click the Save button to save it.
All subsequent saves will update the existing file without asking for a filename.

4.2 Closing Files

If you have finished working on a presentation for the time being, but want to carry
on using PowerPoint to edit a different presentation, you should save your work as
described above, then click the Office button and select Close from the menu, or
click the close button in the presentation window. This will close the presentation
down but will still keep PowerPoint running. You can then begin work on your
second presentation.
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4.3 Opening Existing Files

When you want to continue work on a presentation that you started earlier you should
click the Office button and select your file from the list in the right column of the
menu. If your file is not listed, click Open to see the following dialog box.

Open
Look in: |.D My Documents bl 'Q-‘,'
! Eiﬁjrﬂ\; Sharing Folders )My Albums ) committees
’J '@OCS Vision.ppt if:‘lhomepage if:"]'-iB
Dot Fe|Terrific_Theme_Park.pps If_‘jl‘-le;\- Folder ii:jSvstem ¥
ﬁCDmmunicaﬁon & Projects.pps ijﬁMv Music |Z) Thunderbird
=) |£Z]Communicaﬁon & Projects.ppt  [C)My eBooks IC)Finerrint ﬁ|1'5\:_ zE 411 KB
L5 B Manage.ppt [Chdownloads Shdept viden | Files: douds Jng, lotteryLIPG, Lottery2. P, ..
Desktop [ timetabling [ communication plans
|ﬂ|’v1v Pictures :{'j',\'ireless
ICprint unit quates [C)photoshop cs
||'jne‘.'\'sletter iijnhﬁed.Data
My Documents | (IC)SRDS (] My Data Sources
u_jHome Eymdf
T;l @My webs i-jC'-;'s
Jg IC) Utilities Disc [CFunnies
My Computer | supervision Emy videos
= IC3)5MP Project Chcicsweb
‘rg ) zimbra ) spsscode
My Network Iijv Received Files ifjmaster docs
Places
File name: | “ |
Files of type: | Al pawerPoint Presentations (*.pptx; . ppt; * pptm; * ppsx; *.pps: =.ppsm; . potx; % pot; %.potm) %

You can then select a file from the list, or use the Look in menu to access files on
different drives, or use the History button to list your most recently used PowerPoint
files. When you have your file selected click on the Open button to load it into
PowerPoint.

4.4 Creating a New File

_1 When you want to start a new presentation click the Office button and select New
from the menu. This will give you a new screen with a blank presentation area.

4.5 Exiting from PowerPoint

When you have finished all your work for the time being, and all your presentations
have been saved, you can leave PowerPoint altogether by clicking the Office button
and clicking the Exit PowerPoint button. Alternatively, you can simply click the
Close button in the PowerPoint Title bar.

All your presentations will close one by one and you will be prompted to save any
presentations that have changed. Finally PowerPoint itself will close down leaving
you at the Desktop.
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5. Building Slides

PowerPoint presentations consist of a series of slides. In building up a presentation
you construct each slide adding titles, list points, and graphics as necessary. You can
either start with a blank slide, or start with a template with ready-made entries for
titles, lists and graphics.

With PowerPoint loaded, you can build your first slide. To add a title to your slide
click on the text labeled Click to add title. As soon as you click, the text will
disappear and be replaced by a flashing insertion point. Type in text from the
keyboard, using the Backspace and Delete keys to correct mistakes. When you have
entered the title you can click on the next area of the slide to enter a subtitle in the

same way.

To add a new slide to your presentation, from the Slides group on the Home
tab, click the top of the New Slide button to add a general slide.

=]

Mew
Slide =

Alternatively, click the bottom of the New Slide button to reveal a menu of

slide designs.

[* prew |
Slide =

Office Theme

Title Slide

Section Header

Two Content

Camparison

Elank

=] | Reuse Slides...

Content with
Caption

2] Duplicate Selected Slides
S=] Slides from Qutline...

Picture with
Caption

You will see a collection of slide
themes, which contain various

combinations of titles and
content.
Content is represented as a

large, rectangular box, with a
dotted border, containing a
palette of coloured icons. The
dotted box is used to create a
bulleted list, and each icon can
used to include a table, picture,
or media clip.

In creating each slide, you use
whichever content element that
you require and ignore the other
tools, the icons and dotted line
do not appear on the finished
presentation.
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5.1 Text

Text on PowerPoint slides, needs to be formatted to be easily visible to all audience
members.

e To enter text in atitle field, click inside the field and type in your text.

e To change the appearance or colour of any text, select the text, then use either
the tools in the Font and Paragraph groups on the Home tab.

e To add an additional text area to your document, click the Insert tab, then
from the Text group, click the Text Box button. Drag a box onto the slide
using the mouse.

e To reposition text on your slide click the border of the text area, then drag it
to its new position.

e To remove a text area from your slide, click the border of the text area, then
press the Delete key.

5.2 Bulleted Lists

Most presentations use bulleted lists to summarise points that the speaker can
elaborate upon. To use bulleted lists it is best to choose a slide theme that includes a
bulleted list area.

When you click inside the bulleted list area you get a single bullet point and a
flashing insertion point. Type in the text for your first point and apply formatting if
necessary. To create subsequent bullet points, simply press the Enter key to start a
new line with a new bullet point.

If you wish for any of your text lines to be displayed without a bullet you can click in
the line, then click the bulleted list button to remove the bullet point.

To create multi-level bulleted lists, type in the text lines as usual. Click at the start of
any lines that you wish to appear as a lower level list then press the Tab key from the
keyboard. The selected lines will receive an additional indent and will get a different
bullet symbol. Using the Backspace key produces the opposite effect.

- 0
==l i= -
iz

To change the bullet symbols used, first click in one
text line of the list level that you wish to change. ‘ ‘
Next, click the down arrow to the right of the MNone

bulleted list button in the Paragraph group on the
Home tab. Choose a bullet design from the displayed

. a
collection. . 0
. a
To choose a different button, click the Bullets and
Numbering option, then in the dialog box that > v
appears, click the Customize button. : j

EE Bullets and Mumbering...
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5.4 Tables

5.3 Pictures

To place a picture in a new slide, choose a slide theme which contains a content area,
then click the Insert picture from file icon. To add a picture to an
existing slide, go to the Insert tab and in the lllustrations group click
Picture. In the dialog box, locate and select your image file, then click
the Insert button.

o™

A small version of the picture will appear in the current slide. You can
click and drag any of the circles located in each corner of the picture, to
change the size of the picture, or you can click anywhere within the picture and drag
it to a new position.

EIE

= To put a clipart image into your document, click the Clip Art button on a new slide,
|

or in the Illustrations group on the Insert tab for an existing slide. In the pane that
appears on the right, type in a keyword to search through the clipart gallery.

I’D_j (= B Manage.ppt [Compatibility Mode] - Microsoft PowerPoint Drawing Tools - = X
il =
Hame Insert Design Animations Slide Show Review View Add-Ins Farmat L7l
LR 2 M Q8 D430y &
E Vaal AN O _} éﬁ i | = B ';E b
Table Picture 'Clip. Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbaol Object Movie Sound
= Art | Album ~ e Box & Footer * & Time Mumber - ¢
Tables || _Tustrations Links Text Media Clips
= Clip Art - x
1 ) 3 Search for:
e r Go
Searchin:
|Selected collections v |
Q Results should be:
l?——————————————_ ————— —||_1- ——————————————————— 0 |Allmediaﬁlet\fpes V|
© Introduction to Management |
T T
. May 2006 '
[ A — L | a =N 35

Click to add subtitle

|_§| Organize dips...

A4 He

D}‘ Clip art on Office Online
Ii_t}] Tips for finding dips

$ | Click tn add nntes

Slide1 of 28

“Default Design” | 53 English (U.K)

B

Table

7x4 Table ]
To place a table in a new slide, choose a slide theme which oo
contains a content area, then click the Insert Table icon. 000
To add a table to an existing slide, go to the Insert tab, and C1010]
from the Tables group, click the Table button. R

I
Use your mouse on the grid to select the number of rows |1 ]C1CICCCICC]
and columns that your table will have, here a 7x4 table is | JOOICICICICICICIE
being created. As you select cells in the grid the |[JLICICICICICICICIC]
corresponding table will be drawn in your document. | InsertTable.. |
When you release the mouse button the table will be | prawTabie
created ‘-EI Excel Spreadsheet

10
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5.5 Graphs

“ To place a graph in a new slide, choose a slide theme which contains a content area,
then click the Insert Chart icon. To add a graph to an existing slide, go to the Insert
tab and in the lllustrations group click the Chart button. In the dialog box that

appears, click the style of chart that you require, then click the OK button.

Insert Chart

E@ Templates Column

| PP EVI] 111

y Pie

e |J4ﬂ”1 |h_1ﬂ ﬂﬂ ﬁﬁl |Jfﬁfﬁ |J‘Aﬁ'€— |WL |
2 xveen | ) LBle) (a8 IAA b
Surface Line
w2 g (] 2] e |’F}”‘
# Radar Pie
A o] o] [AR] [an] [oo] v
[ panage Templates... | [ setas Default chart | [ ox ][ concel |

Microsoft Excel 2007 will then start up and you can input data in the Excel

Spreadsheet, which will then form a chart in your PowerPoint presentation

5.6 Web Links

Any text or graphic on any slide can be made to access a web page. During a
presentation the speaker need only click on the link to start up a web browser and

display the specific page.

To do this highlight the text or select the graphic, then go to the Insert tab and in the

Links group click the Hyperlink.

Insert Hyperlink

Link to: Text to display: |

Loak in: | 2 My Documents

Existing File or

=)

ScreenTip...

Web Page [ Cicsweb ~ Bookmark...
igrlgem () committees =
oioer | communication plans
Place in This Dcvs )
Document Browsed |[C3) dept video
Pages |5 downloads
¥ |3 FinePrint files
Create New Recent ) Funries
Document Files |2 Home
[5) homepage v
Address: | v |
E-mail Address

In the dialog box, type in the web page address in the box labelled Address then

click the OK button.

When you run the presentation you can click on the link to start up your web browser.

11
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5.7 Objects from other Software

Although you can create objects from within PowerPoint, you can also import
existing objects from other software. So rather than create a chart or a table, you may
find it easier to import an existing chart from Excel, or an existing table from Word,
for example.

Copy and Paste

The most straightforward way to place existing objects into PowerPoint is to use
standard Windows Copy and Paste.

To copy a Word table, for example, you would start Word and open the file that
contains the table. You would select the table then, within Word, click the Copy
button.

Next you would return to PowerPoint, open the slide where you wished to place the
table, then within PowerPoint, click the Paste button. The Word table would then be
copied into PowerPoint.

Naturally this procedure works for objects that can be selected in any Windows
software.

Pasting Links

The disadvantage of the above method is that objects pasted into your presentation
remain fixed. If the underlying file changes then your presentation is out of date. An
alternative method is to paste a link into your presentation. This links your
presentation to the file that contains the data, and if that data file changes then your
presentation will be updated automatically.

To paste such a link, copy the object from the original file as above, then return to
your PowerPoint slide. Then go to the Clipboard group on the Home tab as usual,
but instead of just clicking the Paste button, click the down arrow below, then from
the menu that appears, select Paste Special

Source:  Microsoft Office Excel Chart
Area Blocks

(%) Paste Micresaft Office Graphic Obiect A
: Picture (PNG)

Opastelk |20 (GIF)

Picture (JPEG)

Device Independent Bitmap

Bitmap b
Result

= Pastes the contents of the Clipboard into your
.é presentation as Microsoft Office Graphic Object.

In the dialog select the Paste link option, and select the appropriate object. Click OK
and the object will be pasted into your slide. If the underlying object changes at any
point in the future, your slide will be updated accordingly.

12
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Loading the Software

The above methods are fine if the object can be adequately displayed on a single
PowerPoint slide. There are times however, when the best results are achieved by
displaying the object in its native software. A large table of data, for example, may be
too big for the screen, and you may choose to have PowerPoint automatically start
Word, and display the table within Word, using scroll bars to move up and down.

To insert a single object, paste a link as described above.

To insert an entire file, go to the Insert tab and, in the Text group, click the Object
button. In the dialog box, select Create from file, and the dialog box will change.

Insert Object

File:
| | [ Cancel ]

Browse...

Result

Inserts the contents of the file as an object into your presentation
so that you can activate it using the application that created it

Use the Browse button to locate the file on your computer.

In either case the contents of the file will be displayed on your slide. If, however, you
select the Display as icon option, the linked object will appear as an icon, and will
not be displayed until you click that icon.

The next thing to do is instruct PowerPoint that when you click the linked object
during the presentation, it should load the software to display the object. To do this,
click the Action button in the Links group on the Insert tab. In the dialog that
appears set the Object action to Open as below.

Action Settings

Mouse Click | Molse Qver

Action on click

(O Mone
() Hyperlink to:

OR_un program:

(%) Object action:
Gpen |

[Jplay sound:

[Highlight dlick

OK ]’ Cancel ]

13
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5.8 Re-Ordering your Slides

To change the order of your slides, or insert a new slide into the middle of a
=] presentation, it is worth switching to slide sorter view. Go to the View tab and in the
slide  Presentation Views group, click the Slide Sorter button, or click the Slide 7z

sorter - Sorter View button at the bottom of the screen to see the following layout:
H9-0 = Manage.ppt [Compatibility Mode] - Microsoft PowerPaint sl
r Kt —_—

\ g.ﬂ e

Home Insert Design Animations Slide Show Review | View | Add-Ins @
[] Ruler Color
BB 2 B B RN = == et
| [ | Gridiines = Grayscale
Nurmal Slide | Notes  Slide Slide Handout Maotes Zoom Fitto =_| Switch | Macros

Sorter | Page Show | Master Master Master || [] Message Bar | Window || : Pure Black and White || Wmdow S8 | Windows = || |
| Presentation Views 1! Show/Hide || Zoom || Color/Grayscale “ Window || Wﬂ‘?.s_l

Slide Sorter | “Apex” | £ English (UK) |

From here you can delete any slide by clicking it then pressing the Delete key. You
can re-order slides by dragging any slide to a new position, and you can add a new
slide anywhere by clicking between two existing slides and clicking the New Slide
button, from the Slides group on the Home tab.

14
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6. Animation and Design

Now that we have covered the construction of slides, we can transform the
information into an elegant presentation.

Whilst doing this it is useful to click the Slide Show tab to check how the slides
would appear in a real slide show.

;g‘ o To look at the current slide, as it would appear in the show, click the From
o Current Slide button in the Start Slide Show group.
Current Slide
=% o To view all slides from the beginning click the From Beginning button in the
= Start Slide Show group.
Fram
Beginning

When you wish to return to the normal view press the Esc key.

6.1 Design Templates

To apply a design template to your presentation, go to the Design tab. In the Themes
group, click the bottom button in the column of three to see the available designs.

Design

All Themes ™
This Presentation

g | AR . —

| B

| AN

Mare Themes on Microsoft Office Online...

[=] Browse for Themes...

—-‘ﬂ Save Current Theme,.,

Click any theme to apply it to all slides in your presentation.

15
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6.2 Modifying the Theme

Once you have applied a theme, you can modify it using tools in the B cajors -
Design tab. In the Themes group there are three buttons that let you ER
change the Colours, Fonts and Effects used in the chosen theme. Click

any button to reveal a menu of options. [o] Effects ~

In the Background group is a Background Styles button, which lets you modify the
style of the background used in the theme.

[@ Background Styles ']

1
ol
s

B

<4 Format Background..,

"] | Reset Slide Backgrounc

6.3 Transitions Between Slides

Animations

As you move from slide to slide during the
presentation, you can have PowerPoint display
an animated effect. To choose an effect, go to the
Animations tab.
" | th h lid lick "| Fades and Dissolves
n the Transition to This Slide group, clic —
the bottom button in the column of three to i;iq -I . _' ]ﬂ
|

the right of the palette.

Mo Transition

Wipes

on your presentation slides in the background. |
When you have chosen an effect it will work
when you move to this current slide.

|-

b | {hf% N ke (Bl
|_@| i
¥ = fﬁ = b
all B2 | tal

Click any transition to see the effect played out ?_
1
i

You can have the effect work on every slide in
your presentation by clicking the Apply to All ﬂ
button.

-
——

K

| v
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64 An'mated BUIIet POIntS Custom Animation e

To increase suspense in your presentation, and to [ acdEffect v] [ Remove |
keep your audience focused on the current issue you | wqdify: wipe

can introduce points on a slide one at a time. To do
this go to the Animations tab, and in the
Animations group, click Custom Animation | Direction: rop | ef
button. A pane will appear on the right of your
screen.

Speed: Very Fast

143  Zk Rectangle 3: Them... %

¥

Your slide may have a title, some text and a graphics
object, select any object that you wish to be
animated, then click the Add Effect button

& Add Effect -

S Entrance b | 3% 1. Blinds
F%  Emphasis b | 3% 2 Box = =
£ Exit » | Sk 3. Checkerboard [» Play | [ET siide show
¥y Motion Paths » | Sk 4. Diamond
& SRy [+] AutoPreview
Mare Effects...

In the menu structure, choose an animation effect for the entrance of each component
of your slide.

In the right-hand pane ,you can then specify the speed and direction of the animation.

Using the list at the bottom of the pane you can reorder the animation to ensure that
the slide components appear in the correct order.

6.5 Animated Pictures
If you have a picture or a chart that you wish to animate, simply select it and repeat
the procedure above. However, it is worth mentioning that special effects look quite
amateur on pictures, the best choice is to make the picture simply appear, or fade in.

To access these animation effects, click the Add Effect button, and from the first
menu select Entrance, then from the second menu select More Effects.

You will see a dialog box which has a wide range of animation effects.

17
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7. The Presentation

Introduction to PowerPoint 2007

To deliver your presentation to an audience from the computer, start PowerPoint and
load your presentation file. Click the Slide Show tab, click the From Beginning
button in the Start Slide Show group.

Use the left mouse button, Enter key, Page Down key to advance through the slides,
use the Backspace, Page Up keys to retreat through the slides. To jump to a specific
slide, right-click the presentation, select Go to Slide then from the submenu select the
required slide.

1 Introduction to Management May 2

Mext 2 Defining management 1

3 Some management myths
4 slide 4

Goto Slide 3 5 Slide 5

» &6 Don't get scared now

Sereen » 7 Slide 7

Painter Options » 3 Slide 8

Help 9 slide 9

10 slide 10
11 slide 11

End Show

12 slide 12

13 Summing up planning
14 People

15 Great expectations

16 Motivations

If you wish to emphasise a point you can use the Pointer Options entry from this
menu to change the cursor into a pencil and you can underline or circle any part of a
slide, without changing the underlying file.

7.1 Creating a Show

When your presentation is complete you can save it as a show. When it is opened it
starts directly in a slide show, independent of the PowerPoint environment.

To save your presentation as a show, click the Office button, then from the menu
position the mouse cursor over Save As. In the submenu that appears select the
PowerPoint Show option. Provide a name, then click the Save button.

Savein: |5} My Documents v| @ b XCiE-~
|EMy Sharing Folders () downloads [Edept video
_J |Esros (C3) communication plans
S |y tmetabling wireless
My Pictures [Sphotoshop cs
— |Eprint unipcunt: ")l intitied Tt
| |Enensiet| Contains digital photos, images, and graphic files.
= ize: 152 M
Deskiop | (LDMOMe | 2 ot cheeky cotkneys, deanwieb, New Tork, phatas, .
| | #IMy Web| Files: 0402 _bar g, 10 great iPhotos, ...
|Eutiities tre =
|Esupervision [y videos
My Documents | |CSMP Project 2cicsned
ra ([Espsscode
1J eceived Files  (C)master docs
- Ibums ) committees
My Computer | | Syhomepage =
= |Eamiew Folder Chsystemx
‘.;.g My Music ([ Thunderbird
My Network | |EDMy eBooks (E)FinePrint fles
Places
File name: Manage.ppsx. V‘
Saveastype! | pogerPoint Show (*.ppex) v
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7.2 Printing Slides

PowerPoint allows you to print out several useful versions of your presentation. Click
the Office button, then from the menu select Print to get the following dialog box:

Printer
Name: |28 \\SHEFUNI\ccs-j2200-107 v |
——— e ) Find Printer...
Type: HP Laserdet 2200 Series PCL &
Where: ipp:/fshefuniprt. shef.ac. uk/ipp/cicsj2200-107
Comment: L Print to file
Print range Copies
= all Cicurrentslide () selection Mumber of copies:
| | L&
() slides: | | !!
Enter slide numbers and/or slide ranges. For example,
1,3.9-12
Collate
Print what: Handouts
Slides w I:I =
Slides [l
Handouts CsICsl
Motes Pages
Cutline View [ Jscale to fit paper
[ ]Frame slides [ ]High quality
(o (e

By default, you will print out the slides, one per sheet, suitable for producing OHP
slides.

However, in the Print what section, expanded above, you can select audience
handouts, in which case the Handouts section of the dialog box will become active
and you can specify whether to print 2,3,4,6 or 9 slides per sheet.

Three slides per sheet is particularly useful as it gives the audience an area in which
to add their own notes. If you have included speaker’s notes in your presentation you
can print these out also.

When you have made your selections, click the OK button to print your presentation.
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