PowerPoint

Tips and Tricks



Important Guidelines to Remember

e Use contrasting colors for background
and text

e Use easy to read fonts

e Five or six bullets per page with only 5
or six words in a bullet

e Over use of animations and sounds
may distract from the message being
presented

e Be consistent throughout the
presentation



Slide Master

On the View drop down menu, select Master, then Master
Slide.
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Master Slide continued

e There are two slides showing in the
Master Slide view — one Is the title slide
and the other Is the slide used for slides
iIncluded In the presentation (top slide).

e Any changes or deletions from the Master
Slide view will appear on all slides.

e Upon completion of changes, return to the
VIEW drop down menu and select Normal
to return to begin work on presentation.



Edit the Master Slide

e Add a slide design

eEdit the font and color on the
original

e Add the date

e Add a picture to serve as alogo

e Dotted lines do not appear In
slideshow mode.

e Return to Normal view
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Use action buttons when you want to include buttons with
commonly understood symbols for going to the next

previous, first, and last slides.
e From the Slide Show

drop down menu,
select Action Buttons

e Add buttons to move  [iEEu—
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Custom Animation | 1 “
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Slide Transition

e From the Slide Show drop down
menu, select Slide Transition. This
may be applied to one, selected, or
all slides. Thereis also a random

transition application.



Writing on a Slide

e To call attention to anything on your
slide, you may wish to use the pen to
draw a line around the word or object.
To exchange your arrow cursor for the
pen, hold down the Ctrl key and press
the P key. [Note: this only works when
your slide show is running] The E key
will erase the lines that are drawn.



Some other Keyboard Short Cuts

e The F5 key will start your slide show

e The B key will turn the screen black and
The B key will return to you PowerPoint
show also.

e The W key will do the same except the
screen turns white.




Inserting a Movie
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Inserting a Sound
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Inserting a Sound with an Animation

Insert the image to associate
with the sound and then select
the animation effect. After
selecting the animation effect,
click on the drop down arrow
on the animation box. Next
select Effect Options.
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Show Advanced Timeline

Remove

From the drop down menu
on the effect option, click on
the effect tab. Select your
sound.




Inserting a Sound with an
Animation




Recoloring Clipart

e Select the image and
from the picture tool bar,
click on the recolor icon.
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Inserting a Graph with Animation

Click on the m
chart icon

The preformatted
graph and table will
appear. Alter the
Information in the table
and delete any data
that is not new.
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Animate

e Select Slide Show from the task bar, then
custom animation

e Add Effect and select an Entrance effect

e From the drop down menu of the selected effect,
select Effect Options.

e There will be three tabs, select the Chart
Animation tab.

e From the drop down menu, choose how the
chart should be animated. ( usually category or
series depending on data organization.)

e See the next three slides for screen shots.



Custom Animation
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Formatting the data series with an
Image

e To fill the data series [raes | ai_uil W
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e Select the picture tab
e Select picture

e With picture selected,
also check stack and
then ok

e The data series will
now be filled with the
picture.




Color

Ml yellow
M green
M orange
B white
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Ored

E total




Preview your presentation for
animations, color, and
correctness.
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