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Installing the Sample Files

e Use Windows Explorer to create a folder called PowerPoint 2003
Intermediate Samples, in the My Documents folder.

e Copy the sample files for this course to the My Documents\PowerPoint
2003 Intermediate Samples folder. If these files have been copied to your
network server, then ask your trainer/supervisor for more information about
how to copy these files to your PC’s hard disk.

SAMPLE
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Creating a Photo Album

Creating and Adding Content to a Photo Album

Creating a New Photo Album
e Start Microsoft PowerPoint 2003.

e From the main menu, select File = New to open the New Presentation
task pane.

e Choose Photo Album to open the Photo Album dialog box:

Mew Presentation * X
CLEA;

Mew

_1 Blank presentation

=l) From design kermplate

@ From SutoContent wizard. ..
Eﬂj From exisking presentation. ..

Photo album, ..
Templatesi :-'

Search online For:

¢ Click Cancel to close the Photo Album dialog box:

Photo Album |

Alburm Conkent

Insert picture From: Pictures in album; Preview:
| Fleisk.. |

ScannerfiCamera. .. |

Insert bexk:

Mo preview is available For this

Fickure [ayont: IFiI: ko slide

Frarie shiape: IRectangle

\_ILIL

Design template: I Browse, ..

Create Cancel ,}l
LY
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Inserting Pictures from a File or Disk

From the main menu, select Insert > Picture = New Photo Album.
Click the File/Disk button in the Album Content area:

Photo Album

Alburn Content

Insert pickure From:

| FiefDisk... L\\\J

ScannerfiCamera. .. |

In the Insert New Pictures dialog box, locate your PowerPoint 2003
Intermediate Samples folder.

Select Trees-1.jpg.
Click Insert:

Insert Mew Pictures E3

Loak in: IJ PowerPoint 2003 Inkermediate Sa...j @ -4 Q X 4 i = Tools~

o)

My Recent
Documents

2l

Trees-2.jpg

Trees-3.jpg Trees-4.jpg Trees-5.jpg

) File name: I

etwark |

NCES AL?-"P'E: I.ﬁ.ll Pictures (*.emf;* wmb;* . ipg;*.jpeg; *. ifif ;¥ .jpe;™ . pna;
R A |

Click the File/ZDisk button inthe' Alboum Content area.
Select Trees-2.jpg.

Click Insert.

Click the File/Disk button in the Alboum Content area.
Select Trees-3.jpg.

Click Insert.

Click the File/Disk button in the Alboum Content area.
Select Trees-4.jpg.

Click Insert.

Click the File/Disk button in the Album Content area.
Select Trees-5.jpg.
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e Click Insert.

e Click the File/Disk button in the Alboum Content area.
e Select Trees-6.jpg.

e Click Insert.

e Click the File/Disk button in the Album Content area.
e Select Trees-7.jpg.

e Click Insert.

e Click the File/Disk button in the Alboum Content area.
e Select Trees-8.jpg.

e Click Insert:

Photo Album |
Album Content
Insert pickure From: Pictures in album: Preview:
| Fiejoisk.. | 1 Trees-1.jpg
2 Trees-Z.jpg
3 Trees-3.ipg
Scanner/Camera. .. | 4 Tress-4.ipg
: 5 Trees-5.jpg
Inserk bext: & Trees-6 .jpg
7

Meww Texk Box | Trees-?.gEE

Picture Options:
™| Zaptions below ALL pichures

[T ALL pictures black and white

ta|  remoe | az|za| of|ar] wt|e
Album Layouk
Pickure layout: IFiI: ko slide j
Framme shiape: IRE::tangIe j
[esian template: I Browse, .. |

Create Cancel

Inserting a Text Box

e Select the Trees -8.jpg picture.

¢ Clicksthe New Text Box button in the AlbumiContent area.

o Observe thatthe text box is now listed below the Trees|-8.jpg picture:

FOR USE AT THE LICENSED SITE(S) ONLY
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Pictures in album:

Trees-1.jpg
Trees-2.jpg
Trees-3.jpg
Trees-4.jpg
Trees-5.jpg
Trees-& .jpg
Trees-7.jpg

Trees-E.iii

¢ Click Remove to remove the text box.

L= B w Uy P R P O

Changing all Pictures to Black and White

e Check the ALL pictures black and white box in the Album Content area.
o Deselect the ALL pictures black and white box in the Album Content
area to revert back to coloured pictures.

e Leave the presentation and the Photo Album dialog box open for the next
exercise.

Choosing an Alboum Layout

e Select 2 pictures from the Picture layout drop-down menu:

Alburm Layout

Pickure layout: Fit to slide j

Frame shiape: Fit to slide =
1 picture

[Design [ElE=H

LN 4 pictures

1 picture with title —
2 pickures with kitle =

e Select Beveled from the Frame shape drop-down menu:

Alburn Lahyout “ ll

re layout:

Rectangle
Founded Rectangle

el
Corner Tabs
Square Tabs

e Click the Browse button next to the Design template box:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 9 - Pow erPoint 2003 - Intermediate Level Workbook

Album Layout

Picture layouk: IZ pictures j

Frame shape:  [REEE TN - |

Design kemplate: I Browse, .. |

In the Choose Design Template dialog box, double-click the Presentation
Designs folder.

Select Maple.pot from the template list.
Click Select:

Choose Design Template

Look in: I“il Presentation Designs j @ ~ 4 'Q x [ i = Tools=
_N | Mame =~ :I
@Kimunu.put

My Recent @Layers.put
Documents @Level.pnt

_h W Loxe i Ipsam
@ 2| Mountain Top. pot w130 Sit AT Cotse meTeT Al s e 1 e i

Desktop @Netwurk.put L inm
@Ocean.put w Hoy ooy o v el
3 & |orbit, pot Sl
_,./ @Pixel.pot = :::::::hm‘r_m.m"d Y

My Documents D_;Jpr.:.ﬁle,p.;.t T
@Prupusal.put

-;9 : @Quadrant.put

J @Radial.put

My Camputer @Reﬁned.pﬂt _ILI
- < | .

File name: - Select
My Metwork, I J

Places Files of bype: I.ﬁ.ll PowerPoint Files (*,ppt;*.pot;*. pps) j Cancel |
&)

In the Photo Album dialog box, check the Captions below ALL pictures
box:

Pictu‘ptiuns:
v Captions bel LL res
ickure ck an jte

Select Trees-1.jpg in the Pictures in album area.

Your Photo Album dialog box looks just like this (your Design template box
may display a different file path):

FOR USE AT THE LICENSED SITE(S) ONLY
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Photo Album
Alburn Content
Insert picture From: Presview:
FiefDisk... |
Trees-Z.jpg
ScanmerCameta. .. | z Trees-3.jpg
Trees-4.ipg
: ] Trees-5.jpg
Insert bexk: Trees-6 .jpg
Mew Text Box | 4 Trees-7.ipg
Trees-3.jpg
Picture Options:
[¥ Captions below ALL pictures
[ ALL pictures black and white
I | 1 | Remowve | ¥ | *k | ) | i3 | it | i) |
Album Layouk
Picture lawout: |2 pictures j
Frarne shape: IEE'-.-'E|E|:| j
Design kemplate: |D:'I,Templates'l,Presentatinn D Browse. .. |
Zreate Cancel

Click Create.
Select File = Save to open the Save As dialog box.

In the Save in drop down menu, locate your PowerPoint 2003
Intermediate Samples folder.

Name your new presentation TreesPhotoAlbum.ppt.
Click Save.
Close the presentation.

Formatting the Photo Album

Adding,Text and Editing Captions

From the main menu, choose File /= Open, and select
TreesPhotoAlbum.ppt. fram the PoawerPoint 2003 Intermediate Samples
folder.

With/the TreesPhatoAlbum ppt presentation open, click on slide
thumbnail 1 in the Slides tab area.

If the Slides tab area is not displayed, from the main menu, select View >
Normal (Restore Panes).

Change the Photo Album title to read Photos of Trees:

FOR USE AT THE LICENSED SITE(S) ONLY
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Photos of Trees

Enter your name in the subtitle if it is not already there:

Click on slide thumbnail 2 in the Slides tab area.
Select the Trees-1 caption.

Replace the Trees-1 text with Trees in Silhouette. Select the text, and
click on the Bold button on the Formatting toolbar in order to bold the text.

Select the Trees-2 caption.
Replace the Trees-2 text with Reflections. Bold the text:

Reflections

Click on slide thumbnail 3 in the Slides tab area.
Select the Trees-3 caption.
Replace the Tirées-3 textwith Red/Road "Bold 'the, text:

Select the Trees-4 caption.
Replace the Trees-4 text with Reflective Pond."Bold the text.

Click on shde thumbnail 4 in the Slides tab area.
Select the Trees-5 caption.
Replace the Trees-5 text with Trees at Sunset. Bold the text.

Select the Trees-6 caption.
Replace the Trees-6 text with Avenue of Oaks. Bold the text.

Click on slide thumbnail 5 in the Slides tab area.
Select the Trees-7 caption.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Replace the Trees-7 text with Summer Shade. Bold the text.

e Select the Trees-8 caption.
o Replace the Trees-8 text with Winter Wonderland. Bold the text.

Making Changes with the Format Photo Album Dialog Box
e From the main menu, select Format > Photo Album.

¢ In the Format Photo Album dialog box, change the frame shape to
Rounded Rectangle:

Album Layouk

Picture |ayout: |2 pictures j

Frame shape: IRDunded Rectangle j

Rounded Rectangle
Beveled

Creal

Changes wou have|Corner Tabs

slide background afSquare Tabs
clicking Undo on thiPlague Tabs

Design template:

e Click on Trees-3 in the Pictures in album box.

e Click on the Down Arrow button to re-arrange the order of the pictures in
the photo album:

1y

e Click on Trees-3 in the Pictures in album box.
¢ Click the Rotate Right button:

;;|;§J at| ol

e Click on Trees-3 in the Pictures in aloum box.
¢ ‘Increase the contrast by clicking twice on the Increase Contrast button:

e Click on/Trees-3 in'the [Pictures in album box.

¢ Increase the brightness of the picture by clicking twice on the Increase
Brightness button:

e Click Update:

FOR USE AT THE LICENSED SITE(S) ONLY
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Format Photo Album E |

Alburn Content

Insert pickure from: Pictures in album: Preview:
File/Disk.. . | 1 Trees-1
Trees-2
Scanner/Camera.. . | z Ts-
Trees-3
3 Trees-5
Insert kext: Tress-f
Mew Texk Box | 4 Trees-7
Trees-g
Picture Cptions:
I¥ Captions below ALL pictures
[ ALL pictures black and white
I | 1 | Remoyve | j,‘g_lzl

Album Lavout

Picture layout: |2 pictures j
Frame shape: IRDunded Reckangle j
Design template: IMaple Browse. ., |

Changes vou have made to photo album slides outside of the Format Photo Album dialog box, such as
slide backaround and animations, may be lost when vou click Update, You can recover those changes by
clicking Undo on the Edit menu.

pdate % Cancel

Browse through the slides in your Photo Album in order to observe the
changes you have just made:

Trees at Sum:i. Averne of Oaks

Click the Save button on the Standard toolbar.
From the main menu, select File > Close.

Open TreesPhotoAlbumExample.ppt from the PowerPoint 2003
Intermediate Samples folder to see what your Photo Album should look
like.

Exit PowerPoint.
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Using Diagrams and Organization Charts

Adding Organization Charts and Diagrams

Inserting an Organization Chart
e Start PowerPoint 2003.

e Delete the Title and Text placeholders from the slide. You should now have a
completely blank slide.

e From the main menu, select Insert > Diagram

OR click the Insert Diagram or Organization Chart button on the
Drawing toolbar or on the slide Content placeholder:

=
@

-
1o
o This opens the Diagram Gallery dialog box:

Diagram Gallery |

Select a diagram type:

=l o\? o
% O=C=0
N

Qrganization Chark
Ized to show hierarchical relationships

y Lzl coe |

Select the Organization Chart in the Select.a diagram type box.
Click OK:

70
O
R

&
©

(o

Click ko zeld kxl

o

. It
[Cllck L=F-. L] hxl] Click ko zeld kxl {Cllck L=E- L] hxl}
L A

Click the Undo button on the Standard toolbar.
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Inserting a Cycle Diagram

o If the Drawing toolbar is not already displayed, from the main menu, select
View = Toolbars > Drawing.

e Click the Insert Diagram or Organization Chart button on the Drawing
toolbar:

ﬂ“@@l&vﬁvévf

Insert Diagram or Organization Chart|

o This opens the Diagram Gallery dialog box.
e Select the Cycle Diagram in the Select a diagram type box:

e Click the Undo button on the Standard toolbar.

Inserting a Radial Diagram
e Click the Insert Diagram or Organization Chart button on the Drawing

oolbar. This opens the Diagram ery_di X.
in the ct l box: E

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click the Undo button on the Standard toolbar.

Inserting a Pyramid Diagram

¢ Click the Insert Diagram or Organization Chart button on the Drawing
toolbar. This opens the Diagram Gallery dialog box.

e Select the Pyramid Diagram in the Select a diagram type box:

A

¢ Click OK:

ik fu erdd fad

/=N

e Click the Undo button on the Standard toolbar.

on the D

box:

e Click OK:

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click the Undo button on the Standard toolbar.

Inserting a Target Diagram

e Click the Insert Diagram or Organization Chart button. This opens the
Diagram Gallery dialog box.

e Select the Target Diagram in the Select a diagram type box:

©

¢ Click OK:

Click to add text
Click to add tex

Click to add text

PLE

e Click the Undo button on the Standard toolbar.
o Close the presentation without saving the changes.
e Exit PowerPoint 2003.

Working with Organization Charts

FOR USE AT THE LICENSED SITE(S) ONLY
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Start Microsoft PowerPoint 2003.

Click the Slide Design button on the Formatting toolbar to open the Slide
Design task pane.

Scroll down the Apply a design template list, and select the Edge.pot
template:

EdgLEth |

Click in the title placeholder of the current slide and type PowerPoint 2003.

Click in the sub-title placeholder of the current slide and type Intermediate
Exercises:

PowerPoint 2003

Intermediate Exercises

Click the Newv Slide icon on the Formatting, toolbar.

Apply the Title, Text, and Content layout located in the Slide Layout task
pane under the Text and Content Layouts section:

e |1 G
[ ] -
LR Qaﬂ
‘Qd

From the main menu, select Insert > Duplicate Slide.
You should now have 3 slide thumbnails in total in the Slides tab area:

FOR USE AT THE LICENSED SITE(S) ONLY
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/ Outline * Slides X

1

Moo mar JEmn

=TTy

e Click on slide thumbnail 2.
¢ In the title placeholder, type Organization Chart.

¢ In the text placeholder, type Inserting and modifying an organization
chart:

O rgﬂnizatiou Chart

////////////////////////,ﬂ/////////////////////////@ _____________________________________________________
s Inserting and modifying

an organization chart,

[l 8]

R

AR RN RN

Click icon to add content

o Click the Insert Diagram or Organization Chart button in the Content
placeholder:

FOR USE AT THE LICENSED SITE(S) ONLY
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bl 8]
i[5 e

Click icon tCInsert Diagram or Crganization Chark

e Select the Organization Chart from the Diagram Gallery dialog box.
e Click OK:

Diagram Gallery |

Select a diagram type:

ﬂ [a]
Sia 91|
Ol, 1%,

Qrganization Chark
Ized to show hierarchical relationships

| 0k, [_: I Cancel

o Select the most superior shape in the organization chart:

Faa®

e Click the down arrow on the Insert Shape button on the Organization
Chart toolbar.
e Select Assistant:

FOR USE AT THE LICENSED SITE(S) ONLY
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Organization Chark

fiﬁlgsert Shape «|| Layout = | Select - | Fit: Text :(’:: 50%. =

2 Subordinate

skal Coworker

o Select the most superior shape in the organization chart again.
e Type Superior.

e Select the Assistant shape.

o Type Assistant.

¢ In each of the remaining three (co-worker) shapes, type Manager:

e Select the Manager on the left side of the chart.

o Click the down arrow on the Insert Shape button on the Organization
Chart toolbar, and select Subordinate.

nagers.
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e Click somewhere on the Organization Chart.
¢ Click the Autoformat button on the Organization Chart toolbar:

Organization Chart
fL—"Igsert Shape - | Layouk | Select - | Fit: Text i
Autoformat

e Select Beveled from the diagram type box.
e Click OK:

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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Organization Chart Style Gallery

e Your Organization Chart should look like this:

ick the Save button on the Standard toolbar.
In the Save in drop down menu, locate you PowerPoint 2003
Intermediate Samples folder.

Name your new presentation PowerPointExercises.ppt.

¢ Click Save:
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Save As

Save in:

I":' PowerPoink 2003 Inkermediate Sa...j @ -3 '{l Sy 2 v Tooks <

G-

My Recent
Documents

&)

Deskiop

w

My Documents

1
d

o
My Compuker

My Metwork,
Places

| ") Samples
ﬂjF‘c:werPDintExercisesExample.ppt
@Trees Phioto Album Example. ppk
@TreesPthn.ﬁ.lhum.ppt

File: nanme: IinerPnintExerciseslppt

Save as bype! IF‘resentatiDn *.pptl

Save

Cancel

L

Close the presentation.

Working with Diagrams

From the main menu, select File = Open and select

PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

Click on slide thumbnail 3 in the Slides tab area.
In the title placeholder, type Radial Diagram.
In the text placeholder, type Inserting and modifying a diagram:

FOR USE AT THE LICENSED SITE(S) ONLY
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Radial Diﬂgrzun

s Inserting and modifying
a diagram.

1 [l (8]
EERE-

Click icon to add content

______________________________________________________

¢ Click the Insert Diagram or Organization Chart button.
o Select the Cycle Diagram from the Diagram Gallery dialog box:

Diagram Gallery |

Select a diagram tvpe:

Cwcle Diagram
o show a pr

e

Clic K
the'Change t
¢ Select the Radial diagram:

e Diagr toolbar.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 26 - Pow erPoint 2003 - Intermediate Level Wor kbook

E:E Insert Shape | & S0 =3 | Lavout = | :(:':' | Change to -

o
T

e If PowerPoint asks you to turn AutoFormat on, click Yes:

d o l In order to change diagram kypes, AutoFormat needs ko be turned on, Wwould wvou like to turn AutoFormat on and
continue?

es Mo |

e Click the Insert Shape button on the Diagram toolbar:

'-Insert Shape

¢ You should have four circles that comprise your Radial diagram:

PP

¢ Click the Autoformat button on the Diagram toolbar.
e Select Default:
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Diagram Style Gallery E |

Select a Diagram Style:

Cutline
Dauble Qutline
Thick Cutline
Primary Colors
Shaded

Fire

3-0 Calar
Gradient

Square Shadows

(0] 4 Cancel

e Click OK.

¢ Right-click on the top circle and select Format AutoShape.

¢ In the Format AutoShape dialog box, click the Colors and Lines tab.
o Change the Fill Color to Red:

Fill
Transparency: Mo Fill
Line ———— [ Autornatic

Colar:

iDIIIIIID

(da]

[ Default for new of Background

e Click OK.

¢ Double-click the centre circle.

¢ In the Format AutoShape dialog box (Colors and Lines tab), change the
colour to Green.
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Click OK.

Double-click the lower-left circle.

In the Format AutoShape dialog box (Colors and Lines tab), change the
colour to Light-blue.

Click OK.

Double-click the lower-right circle.

In the Format AutoShape dialog box (Colors and Lines tab), change the
colour to Yellow.

Click OK.

Select the red circle and type Red.

Select the green circle and type Green.

Select the light blue circle and type Light Blue.
Select the yellow circle and type Yellow.

Observe the changes you have made:

Select the red circle.

Click the Move Shape Forward button until the blue circle is at the top of
the Diagram and the red circle is at the lower left:

s
[oaram

o ?

T
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e Click on the Reverse Diagram button on the Diagram toolbar:

E%Elgsert Shape | D? o §| Lavouk = | —{’::l Change ko -

\Reverse Diagram

e Click the Layout button on the Diagram toolbar and select Resize
Diagram:

¢ SInsertshape | oF “o 5 | |Layout *u :(:: | Changeta -
Iﬂ Fit Diagrarm ko Conkents

z;H Expand Diagram

Autal ayvouk

o Click and drag a corner resizing handle to decrease the size of the diagram:

e Click the Save button on the Standard toolbar.
e Close the presentation.
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¢ From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Select slide 3.

e Double-click on the drawing canvas (the white space between the
organisation chart or diagram and the border. This will open the Format
Diagram dialog box:

Format Diagram

m B =

o

[
[
[ =

[
prset =
[
[ =

e Select the Colors and Lines tab.
e Change the Fill Color to Gray 25%b:

SAMPLE
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Mo Fill

B &utaratic

C MOEEEEEEE
EEEEEEEN

' EEEEEEEN
EEEEEEEE
EDCOEEENE
EOO00EEK

More Colors. ..

Fill EFfects...
Background

e Change the Line Color to Red:

Mo Line
| | &utomatic
ONEEEERNE

e Click OK.
e Observe the formatting changes you made:

SAMPLE
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¢ Click the border of the diagram.

e Press the Delete key on your keyboard.

e Click the Undo button on the Standard toolbar to reverse the deletion.
¢ Close the presentation without saving the changes.

SAMPLE
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Using Tables and Charts

Adding Tables

Inserting a Table

From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

Click on slide thumbnail 3 in the Slides tab area.

Press the Return button on your keyboard.

Apply the Title, Content, and Text layout located in the Slide Layout Pane
under the Text and Content Layouts section (the text and content
placeholders are reversed compared to the previous slide):

Bl
|z e -
Dqﬂ

] | [%

From the main menu, select Insert > Duplicate Slide.

You should now have 5 slide thumbnails in total in the Slides tab area.
Click on slide thumbnail 4 in the Slides tab area.

In the title placeholder, type Table.

In the text placeholder, type Drawing and modifying a table.

Select the content placeholder border.

Press the Delete key on your keyboard. This will delete the content
placeholder:

Table

Drawing and modifing
a tahle.
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e From the main menu, select Insert > Table. This opens the Insert Table
dialog box:

Inzert Table

Murnber of calumns:

.

3 =

Murnber of rows: Cancel |

e Select 3 columns and 5 rows by clicking on the up or down arrows.
e Click OK.
¢ Click the Undo button on the Standard toolbar twice to reverse the changes.

Drawing a Table
e Click the Tables and Borders button on the Standard toolbar.

e Drag your mouse diagonally over the area where the content placeholder
was to set the table border size:

Table

Drawing and modifying
a table

o Dragyour mouse vertically and horizontally within the table border to
“draw” five'rows and three columns.

o Click the Draw.TLable button on the Tables'and Borders toolbar to stop
drawing.

e nelick the Save button on the Standard toolbar.

o Leave the PowerPointExercises.ppt presentation open for the next
exercise.

Working with Columns and Rows

¢ With the PowerPointExercises.ppt presentation open, click in the bottom
row of the table.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 35 - Pow erPoint 2003 - Intermediate Level Wor kbook

e If the Tables and Borders toolbar is not displayed, from the main menu,
select View = Toolbars > Tables and Borders.

e Click the down arrow on the Table button on the Tables and Borders
toolbar.

e Select Insert Rows Above:

Tables and Borders

A — =[tot 2 Z[E - -
Table - | 1 8 |[S] = < 5

[ Insert Table...

nli'ﬂ Insert Columns bo the Left

uli'n Insert Columns to the Right

= ethosioe

= Insert Rows Below

Borders and Fill. .

Select Table

e Click in the row you just created.

e Click the down arrow on the Table button on the Tables and Borders
toolbar.

e Select Delete Rows:

#A | —— -t =2 (3] &
Tabie - | B8 6 [T = = | 5%

(] Insert Table...

nlfn Insert Columns to the Left

uli'n Insert Columns to the Right

== Insert Rows Sbove

Insert Rows Be

e Click in the bottom left cell.
e Click the Split Cell button on the Tables and Borders toolbar:

.

e Select the two cells that you just split.
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Click the Merge Cells button on the Tables and Borders toolbar:

%

Click somewhere inside the table.
Click the Distribute Rows Evenly button on the Tables and Borders
toolbar:

il i A
Tgmevm@iai;rl@tﬁ

Distribuke Fows Evenlyl

Click the Distribute Columns Evenly button on the Tables and Borders
toolbar:

A ——— - -~ 2@ &
Tgme-m@iai;uaia

Distribute Caolurmns Evenly|

Click the Eraser button on the Tables and Borders toolbar:

Tables and Borders

—— -l - ZIEF &
EraSIE:r’El.ljl;[lEE

Click the first column line in the first row to erase the line:
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¢ Click the Eraser button on the Tables and Borders toolbar again to stop
erasing.
e Click somewhere in the bottom row.

e Click the down arrow on the Table button on the Tables and Borders
toolbar.

e Select Insert Rows Above.

e Select the bottom two rows.

e Click the Merge Cells button on the Tables and Borders toolbar.

¢ Click the Save button on the Standard toolbar.

o Leave the PowerPointExercises.ppt presentation open for the next
exercise.

Formatting Tables

¢ With the PowerPointExercises.ppt presentation open, click the down arrow
on the Border Width button on the Tables and Borders toolbar.

o Select 6pt:

Tables and Borders
At ——— [ B2 3] &-
Table - | 1 @ |[S]] = | wpt——
14 pt
Fpt
1pt
114 pt
214 pt
3pk

415 pf; e—

Lopt e |

e Click on all border lines until the entire table is formatted.
Borders toolb

Lak and Borders

OmEEEEm

Maore Enrdervcﬁ'alars. .

e Click on all border lines until the entire table is formatted.
¢ Click the Draw Table button on the Tables and Borders toolbar again to
stop formatting.
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¢ Resize the table to nicely fit on your slide, if needed:

e Close the Tables and Borders toolbar.
e Click the Save button on the Standard toolbar.
e Close the presentation.

Adding Charts

Inserting a Chart

e From the main menu, select File = Open and select

PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Click on slide thumbnail 5 in the Slides tab area.

¢ In the title placeholder, type Chart.

¢ In the text placeholder, type Inserting and modifying a chart.
¢ Click the Insert Chart button in the Content placeholder:

VIPL

e This opens the Microsoft Graph chart and datasheet:
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= Insering and modifying
a chart.

et Dol sl b

e s s s

A B C D E -
1st Citr 2nd Otr [3rd Owr dth Gtr
1 af|East 204 274 90 204
2 afll|West 30.6 8.0 3.6 3.6
3 afll|North 45.9 46.9 45 43.9
4 -
4| | H 2

Click the Undo button on the Standard toolbar.

Embedding and Linking an Excel Chart

From the main menu, select Insert = Object. This opens the Insert
Object dialog box.

Check the Create new box.
Select Microsoft Excel Chart.
Click OK:

Inzert Object |

¥ Create new

eate From Fils

Click the Undo button on the Standard toolbar to delete the chart.

From the main menu, select Insert = Object. This opens the Insert
Object dialog box.
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e Check the Create from file box.

e Click the Browse button and locate the Formulas.xls file from the
PowerPoint 2003 Intermediate Samples folder. Click OK.

e Check the Link box:

Insert Object

File:

i+ reate From File |C:'|,D|:u:uments and Settingsi My Documentsisales, s

Iw Lirk

by

" Create new

|
Cancel |

Erowse, .,

[ Display as icon

Feesult
X Inserts a picture of the file contents into your presentation,
—*@ The picture will be a shortcut to the file so that changes ko

khe filz will be reflected in wour presentation.

e Click OK.
e Click the Undo button on the Standard toolbar to reverse the changes you
just made.

e Click the Save button on the Standard toolbar.
o Close the presentation.

Entering Data

e From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Click on slide thumbnail 5 in the Slides tab area.

¢ Click the Insert Chart button in the Content placeholder.

e Change the East, West, and North labels in‘the Datasheet to read United
States, Eurgpe,.and Australia.

e nGhange the' 1st Qtr, 2nd Qtr, 3rd Qtr, and 4th Qtr labels to read 1st;;2nd;
3rd, and 4th:

A B C D “
1st Znd Jrd th
1_afl|United States 204 274 S0 204
2 _@fl|Furope 306 J8.6 34.6 3.6
3 @l Australia 459 46.9 45 43.9
| -
4 | P

¢ From the main menu, select View = Datasheet to close the datasheet.
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e Click the Save button on the Standard toolbar.
o Close the presentation.

Changing the Chart Type

Applying a New Chart Type

e From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Select slide 5.

e Double-click on the chart.

e Click the down arrow on the Chart type button on the Standard toolbar:

LH. 3-0 Area Chart

ot ¥y
@ - g
240

e Select the 3-D Area Chart type.
e Click the Undo button on the Standard toolbar to reverse then changes you
just made.

Changing the Default Chart Type
¢ From the main menu, select Chart > Chart Type.

k the Custom Type b.
pey nt.
faul rtb T e Microsoft Graph
lialo
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\!) Microsoft Graph

Are you sure that you want 1o use a Column chart type as
the default for creating new charts?

+ To use this chart type as the default for all fulure charts,
click Yes. The program will automatically use this chart type
when creating a chart, but you can change the chart type
after it's created.

+ To cancel changing the default chart type, click Mo,

K~ ™

Click the No button to cancel the change to the default chart type.

Note: If you have switched off the Office Assistant feature, you may see a
warning dialog box. Click No to cancel your change to the default chart type.

Microzoft Graph

Are ywou sure that you wank ko use a Column chart bvpe as the default For creating new charts?

L
\!j) + To use this chart bvpe as the default Far all Future charts, click Yes. The program will autormatically use this chark

kype when creating a chart, but vou can change the chart byvpe after it's created.

+ To cancel changing the default chart tvpe, dlick Mo,

Yes Mo N

Click Cancel to close the Chart Type dialog box without keeping the

changes you made.

Creating yoursown\Chart Type

From, the main menu, select Chart = Chartghype:

Click the Custom Ty pes tab.
Select the Columni- Area chart type:
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Chart Type |
Standard Types  Cusktom Types I

Chart bype: Sample:
‘ Area Blocks -

‘ B Area

M Bt Colurnn

hly B2 Line - Timescale
(@ B Pie

(g Blue Fie

Colored Li
|ﬁ olored Lines "

Lm‘tm -
M Colurmns with Depth o
‘ Cones ;I

~Select from
~ defined Zlassic combination chark, Caolumn series
User-defing and Area seties plotted on the same axis,

160

140 4
120 4

100 4

B Australia
 United Stated
O Europe

&0

B0

% Built-in

Sef as default chark K I Zancel

Click OK.

Now you will make changes to the design of the chart. Double click on the
Plot Area to open the Format Plot Area dialog box:

o i | £

AL

W 1 %

Change the Border Color to Brown:
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Format Plot Area

| | Automatic

B ool 1 W[
i IEEEE §R § AN

BEO000O00B®EO
ONEEERERC

o Click OK. Observe that the border of the plot area is now coloured brown.
e From the main menu, select Chart > Chart Type.

o Click the Custom Types tab.

e Check the User-defined box.

e Click Add:

SAMPLE
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Chart Type |

Standard Types  Cusktom Types I

Chart bype: Sample:
| Default | 0
140
120
100 1 B Australia
S0 4 H United Stated
&0 O Europe
40
20
0
=
~Select from
& defined To add this chark to the lisk of user-defined
User-defing custam chart kvpes, click add,
" Built-in

[elete |

Sef as default chark | K Zancel

o This opens the Add Custom Chart Type dialog box:

Add Custom Chart Type |

This dialag allows wou ko make the active chart into a custom chark
tvpe.

Enter a text name For the new custom chart bvpe.

Mame: | custom|

Enter a text description for the new custom chart type.

Descripkion:

\
N

ricel

e, Enter "Custom" for a name.
¢ Click OK.

e Click the Delete button to delete the custom chart you just created:
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eleck From
&+ User-defined
™ Built-in

fdd...

Set as default chark

o Click OK to accept the deletion.
e Click Cancel to close the Chart Type dialog box.
¢ Save the changes, and close the presentation.

Customising Charts

e From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Select slide 5.

o Double-lick on the chart.

e From the main menu, select Chart > Chart Options.

e Click the Titles tab.

o Enter Sales for the Chart title, Quarter for the Category (X) axis, and
Value for the Value (Y) axis:

Chart Options |

Titles | fxes I aridines | Legend I [aka Labels | Data Tal:ulel
Chart Litle:

ISaIes

Sales

Cakegory (3 axis: 160
140
120
100
&0 |

I'u'aluel
60
d categnrAis: 40
20
o4
d valu‘axis:‘ 15t Znd Frd 4th
Bwarker

(04 &! Zancel |
e Click the Gridlines tab.

e Check the Major gridlines box in the Category (X) axis area:

IQuarter

B Australia
B United Staked

Value () axis:

Yalue

O Eurape
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Chart Options |

Titles | Axes aridlines |Le-;|enu:| I Daka Labels | Diata Tal:ulel

Cateqaory (%] axis
Sales
IV i, :
r[h'l_nnr gridlines 160
. 140
Walue () axis 120 |
™ Major gridlines g 1004 Y-
i idli R B United Stated
[ Minor gridines 7 ited State
B0 A O Eurape
40
20
o4
15t 2nd Srd 4th
Buarter

O, I Cancel

Click the Legend tab.

Check the Show legend box if it is not already checked.
Select Bottom placement.

Click OK:

Chart Options |

Titles | Bes I iaridlines  Legend |Data Labels | Data Tal:ulel

V¥ show legend Sal
ales
Placement
@ Eotiom 150
.................. i 140
i Corner 1200
100
" Top % &0
»
" Right B0 ]
40
™ Left 20 1
0

1=t 2nd Srd dth

Buarter

B United Skates B Australiz@ Europel

SAIVIE

Click outside of the chart area to return to the slide.
Click the Save button on the Standard toolbar.
Double-lick the Chart Title.

This will open the Format Chart Title dialog box:
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Format Chart Title

——=
sonssc

e Click on the Font tab.
e Select the Arial Black font type:

T dgency FE -
T algerian —
i Arial

e Click OK.
¢ Save the changes, and close the presentation.

SAMPLE
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Embedding and Linking Objects

Working with Linked Objects

Linking Objects from Part of a File

From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

Select slide 5.
Click the New Slide button on the Formatting toolbar.

Apply the Title Only layout located in the Slide Layout pane under the Text
Layouts section:

Apply slide layout:

Text Layouts =

I
L] -
- N
L] _I
S v e ||| TiElE Onl';.-'|

In the title placeholder, type Linked and Embedded Objects.
Open Microsoft Excel.
Click the Open button on the Standard toolbar.

In the Look in drop down menu, locate your PowerPoint 2003
Intermediate Samples folder.

Select Formulas .xls:
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Open

Look in: I“il PowerPoink 2003 Intermediate Sa...j @ ~ [ 'Q > [ i = Tools=

I% Samples

G-

My Recent
Docurnents

[

'L. w4
et §

=

My Documents

5

My Computer

&

) File mame: I
My Mebwork

~

Places Files of bype: I.ﬁ.ll Microsoft Office Excel Files (*,x¥; * xls; * . xlk; * . hkm; *j

Cpen =

Zancel |
&)

e Click Open.

e Select the chart (click in the white area of the chart).
¢ Click the Copy button on the Standard toolbar.

e Return to the PowerPoint slide.

e From the main menu, select Edit > Paste Special.
e Check the Paste link box:

Paste Special

Source:  Microsoft Office Excel Chart
N, Formulas, clsiQuarker 11 [Formulas, xls]Quarker 1 Chart 1

As: Cancel |

" Paste Micrasaft Qffice Excel Chart Objeck
{* Paste link

Cispl

source file
reflected in

7]

S iCan

e Click OK.

Linking Objects from an Entire File

e From the main menu, select Insert > Object. This opens the Insert

Object dialog box.
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e Check the Create from file box.

¢ Click the Browse button and locate your PowerPoint 2003 Intermediate
Samples folder.

o Select Formulas.xls, and click OK.

e Check the Link box.

¢ Click OK:

Inzert Object

x]
i~ Create new File: k

¥ Create From File |C:'I,D|:u:uments and Jettings\Melissa)DeskioplPowerPoin Cancel
Browse... | ¥ Link
[ Display as icon
Result
X Inserts a pickure of the file contents inka vour presentation,
—P The pickure will be a shorkcut to the File so that changes ko

khe File will be reflecked in wour presentation,

Updating Links Automatically or Manually

e From the main menu, select Edit > Links. This opens the Links dialog box.
e Click the link you want to update.

e Check the Manual option button.

e Click the Update Now button.

o Click the Close button.

Opening the Source File

¢ |In PowerPoint 2003, double-click on the linked Excel chart.
o__Note that the linked wotksheet file has been.opened in Excel 2003.
s Close the worksheet without saving the changes.

Editingithe Source File

e |In PowerPoint 2003, select the linked chart.

¢ From the main menu, select Edit = Linked Worksheet Object = Edit. This
opens the source file in its source program.

¢ From the main menu, select File > EXit to close Microsoft Excel 2003 without
saving the changes.

Breaking a Link
e Select the linked worksheet object.
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e From the main menu, select Edit > Links. This opens the Links dialog box.
o Select each of the links and click the Break Link button:

Links |

Links: Type Update Close |
o Waorkshest Aukamatic
Aukomakic Lipdate Mow |

Cpen Source |

Change Source. .. |

Break. Link. [ |

Source:  C:..\MelissalDeskiop|PowerPoint 2003 Intermediate SamplesiFormulas., xls
Type:  Microsaft Office Excel Warksheet
|Ipdate: ' automatic " Manual

e Click Close.

o Select the worksheet object on the slide, and press the Delete key on your
keyboard.

e Press Delete again to delete the placeholder.
e Position the linked Excel chart so that is centred below the Title on the slide:

Linked and Embedded Dbje:ts

||
|'|r1|'| Th
il el

o Clickithe Save button.
e Close the/presentation.

Working with Embedded Objects

Creating a New Embedded Object

e From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.
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e Select slide 6.

¢ From the main menu, select Insert > Object. This opens the Insert
Object dialog box.

e Check the Create new box:

Inzert Object

%" Create new I'WinAmpactivey Class

" Create from file |MMetaStreamCt Class Cancel

|
B
Microsoft Drawing 1,01 —I
Microsoft Equation 3.0 J
Microsaft Excel Chart
Microsoft Excel Worksheet
Microsoft Graph Chart
Microsoft Moke-Tt |

[ Display as icon

Result

: . Inserts a new Microsoft Excel Worksheet object into wour
Em presentation,

e Select Microsoft Excel Worksheet.

¢ Click OK.

e Click twice on the Undo button on the Standard toolbar to reverse the
changes you made.

Embedding an Object from Part of a File

e From the main menu, select Insert > Object.

e Check the Create from file box.

e Click the Browse button.

e Locate your PowerPoint 2003 Intermediate Samples folder.
e Select Formulas.xls.

e Click OK.

e _Click OK again.

o Move\the embedded worksheet to fit nicely under-the linked file.
e Double—lick the;embedded Excel worksheet.

¢ “Scroll down the worksheet and resize the windew until just the chartis’in
view:
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Workifig with Hyperlinks AH &
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Click outside of the chart area to return to the slide.

Adjust the sizing of the linked and embedded charts so they fit nicely under

each other:

Linked and Embedded Objects

i

i !

Click the Save button on the Standard toolbar.

Close the presentation.

Linking to another Slide jor Custom Presentation

From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate

Samples folder.
Select slide 2.

Select the Superior shape in the organization chart:
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aEF EF zF

@ Splw @

& '? ]

. . sl
Click the Insert Hyperlink button on the Standard toolbar: ==
OR from the main menu, select Insert > Hyperlink.

This opens the Insert Hyperlink dialog box.

Select Place in This Document in the Link to area.

Select the Table slide from the Select a place in this document list.
Click OK:

Inzert Hyperlink HE |
Link. ko Text ko display: I{{Selectinn in Docurnent == ScreenTig. .. |
E Select a place in this document: Slide presiewm:
Existing File or - First Slide -
Web Page - Last Slide b
- Mext Slide
%] - Previous Slide Lrewig ramed i
Place in This (= Slide Titles
Document -1, PowerPaink 2003
i 2, Organization Chart
) -+ 3, Radial Diagrar
Create Mew 1. Table
Docurnent ‘g, Chart —
6, Linked and Embedded OF »
5 4| | r ™ show and return
E-mail Address
Ok % I Cancel

Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link:

In Slide Show view, click the Superior shapestostest the hyperlink.
Press the Esc key to exit the slide show.
Click Save.

Linking to an Existing File or Web Page

Select slide 6.

Click on the embedded chart at the bottom of the slide.

Click the Insert Hyperlink button on the Standard toolbar.
Select Existing File or Web Page in the Link to area.

Locate your PowerPoint 2003 Intermediate Samples folder.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 56 - Pow erPoint 2003 - Intermediate Level Wor kbook

Select Formulas.xls.
Click OK.

Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link:

55

In Slide Show view, click the embedded chart.
Close the Excel file.

Click through to the end of the slide show.

Click the Save button on the Standard toolbar.

Linking to a New File

Select slide 4.
Highlight the table object..
Click the Insert Hyperlink button on the Standard toolbar

OR from the main menu, select Insert > Hyperlink.

This opens the Insert Hyperlink dialog box.
Select Create New Document in the Link to area.
Enter Link.doc as a name for your new document.

Choose the PowerPoint 2003 Foundation Samples folder by clicking on
the Change button.

Select Edit the new document now.
Click OK:

Inzert Hyperlink E3 |

Link. ka: Text bo display: |Link.du:uc ScreenTip. .. |

Mame of new document:
Poink 2003

ILink.ch|

When to ed

™ Edit the new document |ater

Docurmen

* Edit the new document now

E-mail Address

(a]4 E! I Zancel

From the main menu, select File = Close to close the new Word 2003
document. This will return you to your original presentation.
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Linking to an E-mail Address
e Select slide 3.
Select the red circle:

e Click the Insert Hyperlink button on the Standard toolbar

OR from the main menu, select Insert > Hyperlink.

e This opens the Insert Hyperlink dialog box.
e Select E-mail Address in the Link to area:

Inzert Hyperlink EE
Lirk ko Text ko display: |Text ScreenTip., .. |
] E-mail address:
Existing File or |mai|tu:u:test@email.u:u:um
Web Page
Subjeck:
5 Test Courseware e-mail
&1 |
Place in This  Recently used e-mail addresses:
Document d
Create Mew
Dacurment
=
E-mail Address
(0] 4 I Cancel
[ A I r N . I

o _Enter an E;mail address.
e Enter a Subject.

o Click OK!

o Click Save.

Linking from an Action Button

e Selectslide 6.

¢ Click the down arrow on the AutoShape button on the Drawing toolbar.
e Select Action Buttons from the AutoShape menu.
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e Draw Action Button: Back or Previous on the bottom left corner of your

slide:

SQ Lines » %E_‘

:‘iT Conneckars bl

E;‘ Basic Shapes b

% Block Arrows b

Tn  Flowchart »

%3 Stars and Banners »

%ﬁ Callouts »

|_*E Ackion Bukbons e

ﬁ Maore AutoShapes. .. D
M Gl el = f‘_? .
of & Edae L Action Button: Back ar F'revi.:.u5|

This opens the Action Settings dialog box.

Click the Mouse Click tab.

Select the Hyperlink to radio button.

Click the down arrow on the Hyperlink to drop-down menu.
Select Previous Slide.

Click OK:

Action Settings [ %] |

Mause Click, | Mouse Cver I

Action on click
" MNone
¥ Hyperlink ko

IF'revin:-us Slide j
" Run program:

Browse. ..

I[Nl:u Sound] j

¥ Highlight click
Ik r_\ I Cance| |

e Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link:
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=5

Click through to the end of the slide show.
Click the Save button on the Standard toolbar.

Changing a Hyperlink

Select the action button hyperlink you just created.

Right click on the button, and select Edit Hyperlink.

This opens the Action Settings dialog box. Click the down arrow on the
Hyperlink to drop-down menu.

Select End Show. Click OK.

Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and test your link.

Click the Save button on the Standard toolbar.

Close the presentation.

SAMPLE
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Applying Custom Animation

Adding Animation Effects

¢ From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e From the main menu, select Slide Show = Custom Animation.

e From the main menu, select View > Master > Slide Master (you should be
looking at the Title Master).

¢ Select the text in the title placeholder.

¢ Click the Add Effect button on the Custom Animation pane:

Custony Animation v

@ e
|§$}{ add EFFEEI: - |-""‘=- Remaove
Modify effect

e From the drop-down menu, select Entrance > More Effects.
e Click the Curve Up effect in the Exciting category:
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Add Entrance Effect |
.;j,* Colar Typewriter ﬁ Campress ﬂ
f Descend Z EaseIn
Pﬂ arow & Turn f Rise Up
A& Spinner * Skretch
F Unfold # Zoom
Exciting
f Eoomerang f Bounce
f Credits i.f Curve Up p
# Flip # Float o
# Fold M clide
f Light Speed f ragnify
A Pinwhesl .f 5ling
f Spiral In .f Simish
* Swivel ﬁ Thread
2 whip —

¥ Preview Effect (4 | Cancel

e Click OK.

e Select the text in the sub-title placeholder.

o Click the Add Effect button on the Custom Animation pane.
e From the drop-down menu, select Emphasis > More Effects.
e Click the Shimmer effect in the Moderate category:

SAMPLE
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Add Emphasis Effect |
Subtle ﬂ
B EBold Flash # Brush On Colar
B EBrush On Undetline # Color Blend

# Calor Wave

7 Darken
£ Flash Bulb

Moderate

B Flicker

i Complementary Colar 2 i Contrasking Color

4 Vertical Highlight

r Complementary Caolar

¥ Desaturate

¥r Lighten

5& Grow Wikh Colar

E ¥ Shimmer

Exciting
5& Elast
B Bold Reveal

i Wave

¥ Preview Effect

L\\\rl tﬁ Teeter

5 Blink

B 5tyle Emphasis

—
-
—

K, Zancel

Click OK.

Click the Slide Master thumbnail at the left of the screen:

ZL.

Select the text in the title placeholder.

Click the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Entrance > More Effects.
Click the Whip effect in the Exciting category:
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Add Entrance Effect

]|

f Descend
Pﬂ arow & Turn
Eﬂ apinner

F Unfold
Exciting

f Eoomerang
f Credits
# Flip

# Fold

f Light Speed
A Pinwhesl
f Spiral In
* Swivel

.;j,* Colar Typewriter

E Sowhp
bl

¥ Preview Effect

A Compress
Z EaseIn
# Rise Up
P Stretch
# Zoom

# Bounce
# Curve Up
# Float

M clide

¥ Magrify
# sing

¥ Swish
W Thread

Ik |

=4

—
-
—

Zancel

Click OK.
Select all of the text in the text placeholder.

Click the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Exit.

Click the Checkerboard effect in the Basic category:

':_‘k Entrance
F=  Emphasis

r hhr effect

Mare EFfects. ..

Click the Close Master View button on the Slide Master View toolbar:
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Slide Master Yiew

) T L Dy 2 | |Clese Master View

Close Master Yiew

Click on slide thumbnail 2 in the Slides tab area.

Select the organization chart.

Click the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Entrance > More Effects.
Click the Compress effect in the Moderate category:

Add Entrance Effect |
Moderate ;I
f Ascend .f Center Revalve
.;f Colar Typewriter i ﬁ Campress %J
f Descend r EaseIn
Eﬂ arow & Turn .f Rise Lip
~% Spinner I Stretch
F Unfold # Zoom
Exciting
.f Boamerang .f Bounce
f Credits .f Curve Lp
# Flip # Float
# Fold N clide
.f Light Speed .f Magnify
% Pinwheel # sling —
f Spiral In .f Siish j

ick the Add Effect button on the Custom Animation pane.
From the drop-down menu, select Emphasis > More Effects.
Click the Contrasting Color effect in the Subtle category:
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Add Emphasis Effect |
Subtle ﬂ
B Bold Flash f Brush On Color
B EBrush On Undetline .ﬁb Color Blend
f Color W ave @ Complementary Caolar
.ﬁ" Complementary Colar 2 ; .;ﬁ? Contrasking Color N E
g@‘" Darken @ Desaturate
E% Flash Bulb .ﬁb Lighten
. Vertical Highlight
Moderate
g@‘" Flicker ﬂ Grow With Colar
f Shirmmer A% Teeter
Exciting
.3 Blast ¢ Blink
B Eold Reveal B Style Emphasis
f Wave =
¥ Preview Effect (4 Cancel
e Click OK.

e Click on slide thumbnail 4 in the Slides tab area.

e Select the table.

e Click the Add Effect button on the Custom Animation pane.

e From the drop-down menu, select Motion Paths = More Motion Paths.
e Click the Circle effect in the Basic category:

SAMPLE
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Add Motion Path |
Basic 1=
£ 4 Point Star <% 5 Point Star
3% & Paint Star ™% & Paint Star

H {7y Circle N {{ Crescent Maoan
" Diamnond A4, Equal Triangle
> Foatbal L7 Heart
¢ Hexagon " Octagon —
i, Parallelogram ”___\ Pentagon
[ Right Triangle ] square
{j, Teardrop {7 Trapezoid
Lines & Curves
ot frc Down i Arc Left

7 Arc Right e Up
i Bounce Left “tw Bounce Right
(_'Qlj Curyy Left (g) Curyy Right ;I
¥ Preview Effect (0] 4 | Cancel |
o Click OK.

e Click on slide thumbnail 5 in the Slides tab area.

e Select the chart.

e Click the Add Effect button on the Custom Animation pane.
¢ From the drop-down menu, select Object Actions = Open.

e Click the save button.

e Close the presentation.

Editil AnidiionEffects /8 B W B

e From the maingmenu, selectEile/ > Qpen and select
PowerPaointExercises . ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Click on slide thumbnail 4 in the Slides tab area.

¢ Right-click on the motion path outline on the slide.

e Select Edit Points:

“E

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 67 - Pow erPoint 2003 - Intermediate Level Wor kbook

s |

Open Path

44 Reverse Path Direction

¢ Drag the right point inwards to form a “bean” shape:

e Click on slide thumbnail 2 in the Slides tab area.

o Click the numbered tag to the upper-left of the organization chart.
¢ Click the Change button on the Custom Animation Pane.

e From the drop-down menu, select Emphasis > More Effects.

e Click the Spin effect in the Basic category.

e Click OK:

SAMPLE
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Change Emphasis Effect |
Basic 1=
& Change Fill Color A Change Font
é hange Font Color ﬁ Change Font Size

B Change Fonk Stvle :i Change Line Colar
&3 Growshrink ; A% Spin
ii Transparency
Subtle
B EBold Flash .f Brush On Calor
B Erush On Underline .;ﬁ? Color Blend
f Colar Wave @ Complementary Color
.ﬁ" Complementary Colar 2 .ﬁb Contrasting Color —
.ﬁk Darken @ Cesaturate
% Flash Bulb ¥ Lighten
. Vertical Highlight
Moderate ;I
¥ Preview Effect (4 M Cancel |

¢ Click the Save button.
o Keep the presentation open for the next exercise.

Applying Animation Enhancements

e In the Modify effect area on the Custom Animation Task Pane, select
Two Spins from the Amount drop-down menu:

Half Spin

Eull Spin

Cuskam; | 720

Clockwise

Counterclockwise
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In the Modify effect area on the Custom Animation Task Pane, select
Fast from the Speed drop-down menu.

Click on slide thumbnail 3 in the Slides tab area.

Click each of the numbered tags while holding down the Shift key. This
selects all of the animations.

In the Modify effect area on the Custom Animation Task Pane, select
Medium from the Speed drop-down menu.

Click the down arrow next to Light Blue in the Custom Animation list:

i ¥ Light Blue g

¥ start on Click

Skart With Previous

5 Skark After Presvious

| Effect Cptions., .. |“~E

Timing...

b

Show Advanced Timeline

Remove

Select Effect Options.
Click the Effect tab.
From the Sound drop-down menu, select Applause:

Enhancements

Sound: I.ﬁ.pplause j il

After animation: [ :

animate texk:

ash Fegister

From the After animation drop-down menu, choose a pale blue colour.
Click OK.

Clickythe Save button on the Standard toolbar.:

Close the presentation.

Adding slide Trapsifions\.f | [ i i

From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

From the main menu, select Slide Show > Slide Transition.

Select Wheel Clockwise, 2 Spokes from the Apply to selected slides
box:
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Slide Transition A
@ =G

Apply to selected slides:

IUncover Left-Up

Uncover Right-Down
IUncover Right-Up

YWedge

Wheel Clockwise, 1 Spoke

! I'IE'E" I::||:| o 25 = h
Wheel Clockwise = Smelos

~ vheel Clockwise, 2 Spokes
Wheel ClDCkWISI:_. T PO
Wheel Clockwise, § Spokes
WWipe Dawn i

Wipe Left -

Select Slow from the Speed drop-down menu in the Modify transition
area.

Select Wind from the Sound drop-down menu in the Modify transition
area.

Click Apply to All Slides:

Modify transition
Speed: |5|'2'W |*|
Sound: |Wil'l'2| |"|

™ Loop until next sound

Advance slide
¥ on mouse click

[T Automatically after I 3:

apply to All Slides

|I'- Flay | lide Show |

Click®on slide thumbnail 1.in the/Slides t@ab area.

From the main menu, select Slide Show = View Show.

Click throughsyour slide [show \(note: when the chart object opens as a result
of the Object Action applied to.it, close the chart and continue clicking
through jthe slides).

Click the Save button on the Standard toolbar.

Close the presentation.
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Using Movies, Sounds & Voice Narrations

Adding Movies or Animated GIFs

¢ From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

o Click on slide thumbnail 6 in the Slides tab area.
e Click the New Slide button on the Formatting toolbar.

o Apply the Title Only layout located in the Slide Layout Pane under the
Text Layouts section:

N T

o Click in the title placeholder and type Animated GIFs and Sounds.
o Click in the body of the slide.

¢ From the main menu, select Insert = Movies and Sounds > Movie from
Clip Organizer.

¢ In the Clip Art pane, Search for "paddling,”" and click Go:

Clip Art v
@ =@

Search far:

|paddling | \iﬂ
Search in:

e Select “paddling” from the results:

¢ Click the down arrow beside the image and select Insert.

e Centre, and resize the animated GIF so it takes up about a third of the slide.
e Click the Save button.

o Close the presentation.
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Adding Sounds

¢ From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Select slide 7.

e From the main menu, select Insert > Movies and Sounds > Sound from
Clip Organizer.

¢ To find Fast Creek quickly, enter Water in the Search for box and check
Sounds in the Selected media file types drop-down menu. Click Go:

=]
Seagulls ... Weakerfall ..
@] @]
s m
@l e
Fast Creek, Splash
@ [y e
" Fast Creek I
355 KB, Wl
el e
Wk Squish Four Spla. ..
@] @ =
-

Note: If you still can't find Fast Creek in your Clip Organizer, from the main
menu, select Insert > Movies and Sounds > Sound from File. Locate
your PowerPoint 2003 Intermediate Samples Folder. Select Fast
Creek.wav. Click OK.

e Right click on Fast Creek.wav, and select Insert.
e Click Automatically in the displayed dialog box.
e Right-click ongthe Sounghicon on thesslides

s Select Edit Sound Object.

o Check the Loop'until stopped box:
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Sound Options

e Click OK.
¢ Move the sound icon to the bottom-left of the slide.

e Click the Slide Show (from current slide) button at the bottom-left of the
screen to preview and click through your animation:

%

e Click the Save button on the Standard toolbar.
o Close the presentation.

SAMPLE
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Creating Macros

¢ From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e Click on slide thumbnail 1 in the Slides tab area.
¢ From the main menu, select View > Toolbars > Visual Basic.
¢ Click the Record Macro button on the Visual Basic toolbar:

Yisual Basic

£

Record Macra

e Type MacroRectangle in the Macro name box.
¢ Click OK:

Record Macro |

Macro name:

IMachRectangIe

Skore macro in:

IPDwerPDintExercises.ppt j

Descripkion:

e Click the Rectangle button on the Drawing toolbar.

e Draw a long narrow rectangle along the bottom of the slide.
e Click the Text Box button on the Drawing toolbar.

o Draw,a text box.inside the rectangle.

e Type MACRO RECTANGLE.

o Select the MACRO RECTANGLE text.

e Click the Bold button on the'Formatting toolbar:

. MACRO RECTAHGLE |

e Click outside of the Rectangle.
e Click the Stop Recording button on the Visual Basic toolbar:
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!a Security. ..

Stop Recording

e Click the Save button.
o Close the presentation.

Setting Macro Security

e From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

e From the main menu, select Tools = Macro > Security

OR click the Security button on the Visual Basic toolbar.

o Click the Security Level tab.

Security |

™ Wery High. Only macros installed in trusted locations will be allowed
to run. All okher signed and unsigned macros are disabled.

" High. Only signed macros from ktrusted sources will be allowed o
run. Unsigned macros are automatically disabled,

" Medium. You can choose whether or not bo run pokentially unsafe
Macros,

* Low {nok recommended), ¥ou are not protected From potentially
nsafe macros, Use this sekting only if wou have virus scanning
software installed, or vou have checked the safety of all documents
ol apen,

YWirus scanner(s)

o “Select the Low macro security-level,"which*will enable you to-complete the
next exercise.

e Click OK.
o Click Save.
e Close the presentation.

Managing Macros
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From the main menu, select File = Open and select
PowerPointExercises.ppt from the PowerPoint 2003 Intermediate
Samples folder.

If the Visual Basic toolbar is not already displayed, from the main menu,
select View > Toolbars > Visual Basic.

From the main menu, choose Tools = Customize.
Select the Commands tab.
In the Categories window, scroll down and locate Macros:

Cosomize G|

Toolbars — Commands | Options |

To add a command to a koolbar: select a cakegory and drag the
command out of this dialog box to a toolbar,

Categaties: Commands:

Table ;I MacroRectangle ;I
Window and Help d

Drawing
Autoshapes
Cuklining

Web

Conkral Toolbaox

Built-in Menus
Mew Menu il ;I

MMadify Selection vl Rearrange Commands. .. |

Close

In the Commands window, click and drag MacroRectangle onto the Visual
Basic toolbar:

¥isual Basic
@ Security... ﬂ St | G |MacroRectangle

]

b

€lick Close/to clase the Customize dialog box.

Click on shidesthumbnail 2%n the Slides @b area.

Click the /MacroRectangle button on the Visual Basic toolbar.
Repeat on each slide'in the presentation.

Click the Save button on the Standard toolbar.

Select slide thumbnail 1 in the Slides tab area.

Click the Slide Show from current slide button at the bottom-left of the
screen to preview and view your presentation.

55
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e Click the Save button on the Standard toolbar.
¢ EXxit PowerPoint.

Note: There is an example presentation located in the PowerPoint 2003
Intermediate Samples. Folder.

SAMPLE
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