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LANE
INTRODUCTION

This manual is developed to provide training content that addresses the specific ‘Unit of Competency’ as outlined
on the following pages.

It provides the teacher and/or trainer with a document that includes all that the student and/or trainee manual
content plus guidance notes as well as answers to the learning activities in the student/trainee manual.

This manual can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet
the 'Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment
including:

* Online delivery
% Classroom delivery
% On the job training

The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as
well as reduces the need to scroll down pages. Documents can be easily printed if the learning environment
requires the student or trainee to have hard copies of the learning materials.
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LANE
INTRODUCTION—CONT'D

LEARNING ACTIVITIES

The learning activities in the student and/or trainee manuals are ‘Form Enabled’ so that if the resources
delivered online, the activities can be filled in using the computer keyboard.

Each learning activity is identified with the following icon.

Learning

Activity

Learning activities come in the following forms.

% Questions
* Research
% Tasks

* Interviews

Questions

Questions would relate to the information presented on previous pages.

Research

This type of learning activity would require the student or trainee to locate information by using research

methods. The information they would be require to locate would be in line and/or support the information that the
manual had outlined in previous pages.
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LANE
INTRODUCTION—CONT'D

Tasks

This learning activity type would require the student/trainee to actually do or undertake something and would be
reinforcing the knowledge they have gained from reading the manual’s previous pages.

Interviews
This learning activity type would require the student/trainee to interview person(s) in an actual workplace
environment or a person(s) who are experienced in the industry sector which the student/trainee is currently

undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed
under the learning activity icon.

Learning

Activity

Research
SELF ASSESSMENT

At the end of each manual is a series of questions that the student/trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood the
information that was presented in their manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.
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UNIT OF COMPETENCY OVERVIEW

The following pages are extracts from Training.gov.au website and outlines this specific ‘Unit of Competency’
including the ‘Elements’ and the ‘Performance Criteria’. The content within this manual has been developed to
address this unit.

ICTICT106 - OPERATE PRESENTATION PACKAGES

ELEMENT ‘ PERFORMANCE CRITERIA

1.1 Open presentation package and create a simple design for a presentation according to
organisational requirements

1.2 Open blank presentation and add text and graphics

1. Create presentations 1.3 Apply existing styles within a presentation

1.4 Use presentation template and slides to create a presentation

1.5 Use various tools to improve the look of the presentation

1.6 Save presentation to the appropriate storage device and folder

2.1 Adjust display to meet user requirements

2. Customise basic settings 2.2 Open and view different toolbars to view options

2.3 Ensure font settings are appropriate for the presentation purpose
2.4 View multiple slides at once

3.1 Use and incorporate organisational charts and bulleted lists, and modify as required
3.2 Add objects and manipulate to meet presentation purposes

3.3 Import objects and modify for presentation purposes

3.4 Modify slide layout, including text and colours, to meet presentation requirements
3. Format presentations 3.5 Use formatting tools as required within the presentation

3.6 Duplicate slides within and across a presentation

3.7 Reorder sequence of slides and delete slides for presentation purposes

3.8 Save presentation in another format

3.9 Save to storage device and close presentation
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4.1 Incorporate pre-set animation and multimedia effects into presentation as required to enhance
the presentation

4.2 Add slide transition effects to presentation to ensure smooth progression through the

4. Add slide show effects presentation

4.3 Test presentation for overall effect

4.4 Use onscreen navigation tools to start and stop slide show or move between different slides as
required

5.1 Select appropriate print format for presentation

5.2 Select preferred slide orientation

5. Print presentation and notes 5.3 Add notes and slide numbers

5.4 Preview slides and run spell check before presentation

5.5 Print selected slides and submit presentation to appropriate person for feedback

Passing Lane acknowledges that the copyright ownership of the above information is the Commonwealth of Australia and this extract has been provided for reference purposes only.
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Section One

Create Presentations




ICTICT106 - Operate presentation packages

OPERATE PRESENTATION PACKAGES

SECTION ONE—CREATE PRESENTATIONS

INTRODUCTION

You may have attended a meeting and the presenter turns on a projector for a slide presentation and people say...”Not another
boring PowerPoint”. This is often the case because the presenter has not thought out the design and the content thoroughly.

In this section we look at how you can avoid this.

We also look into detail about how to create a presentation using Microsoft PowerPoint application software. To complete this
unit you will need to have access to PowerPoint 2010 or 2013.

SECTION LEARNING OBJECTIVES

At the completion of this section you will learn information relating to:

%

Opening presentation package and creating a simple design for a presentation according to organisational
requirements

Opening blank presentation and add text and graphics

Applying existing styles within a presentation

Using presentation template and slides to create a presentation

Using various tools to improve the look of the presentation

Saving presentation to the appropriate storage device and folder

¥ X o X %
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OPEN PRESENTATION PACKAGE AND CREATE A SIMPLE DESIGN FOR A PRESENTATION ACCORDING TO
ORGANISATIONAL REQUIREMENTS

What everyone wants to avoid is a PowerPoint slide presentation that is badly designed or is totally ineffective.
If you pay attention to these three concepts as you put the visuals together, the end product will become effective.

# Make it BIG
% Keep it Simple
# Make it Clear

Make it BIG

Naturally, you'd like everyone in the audience to be able to actually see the visual you plan to use. This is complicated by not
always knowing the size of the audience you'll be presenting to, the size of the room you'll use or how the slides will be projected.

As a rule of thumb, if it looks okay to read on the computer screen, it's probably too small. If it looks big, it's likely still too small.
Aim for overly large. Here are a few hints on estimating appropriate sizes during the design phase.

Here's a hint to use while still in the early stages. Storyboard your presentation by sketching each slide on A4 cards. Using the
sketches you've made on the A4 cards, spread them across the floor. Walk around while trying to see and read each card as you
stand above it.

If you can see all the information on the card, that visual is about the right size. If you can't, re-size the information or get rid of
some of it altogether. If you can stand on your chair and still see it, that's even better.

When developing the slides in PowerPoint from your sketches, it is important to check sizing as well. Simply expand the slide until
it takes up the full screen. Then move back until you are about 2 metres away from the screen. Anything you can see or read
easily should be about the correct size.
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KEEP IT SIMPLE

8. Keep It Simple! The visuals you use should introduce only the essential elements of concepts
you'll discuss. The audience should be able to get the point of the slide within the
® Simplicity is the essence of an effective first 5 seconds after it appears. For this approach to be effective, you'll have to
presentation. include only the most pertinent information in each visual.

® Flashy manipulation of type grabs
attention, but should not be used when

significant information needs to be # Use no more than 6 lines of text per slide.
conveyed. # Use no more than 7 words per line of text.
#* Avoid using a number of text slides in a row during the presentation.

Use text on slides sparingly. As a rule:

® Do not expect your audience to read
text when a
plaving.

You should limit the text contained on each visual and restrict the contents of
tables or graphs to include only the information most pertinent to your topic. A
table or graph with too much data is hard to read and can be confusing.

KEEP IT SIMPLE A common pitfall, particularly for those new to the possibilities of PowerPoint, is
creating overly artistic rather than useful slides. Images and graphics can be very
powerful additions to a presentation if used sparingly.

Overly complex images or graphics can actually distract from the important
message of the slide and presentation.
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MAKE IT CLEAR

Hobo

If the information in the slide isn't easy to see or read, the audience will be trying to figure it out

HHII'IF instead of getting the message or listening to what you have to say. That's the first step towards
Heroie losing the attention of an audience, or confusing them.
prmoOni _ _ . . . .
SI. o Here are a few hints to help make the information contained on a slide more accessible to the
Eagle Book audience. When choosing a font for the text, you should also carefully consider the size of the font
@[h Gﬁn E“ﬁ] you'll use, as well as settle on a colour scheme.
Helvetica Bold The most common and easiest to read fonts are:
Comic Sans Bold + Helvetica
Gl Sos Ex Bold Condense * Ava
% Tahoma
Vagary Rounded Bold * Calibri
New gent“ry Bold Fonts in the style of ‘script’ should be avoided. It is the most difficult to read off a slide.
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The decision about what size of font to use is tough. You'll find that the larger the text, the easier it

-h-‘._
m -~ is to see from the back of the room. On the other hand, you'll be able to fit less text on each slide.
\ 4
1 There are two rules of thumb to keep in mind:
4 | J
W A,
?\ &/‘ \ s . #* Use one slide to illustrate each concept.
| R ™ , 57‘/ A % We tend to see most fonts printed in a 10 - 12 point size, in textbooks and on
"‘A "Fil ' 2 r computer screens. Larger text looks strange, and we tend to overestimate how big

text sizes larger than 18 point will actually appear when projected onto a screen.

If the text looks big enough to be the right size (18-24 point), it's probably too small. Make the text
so large that you feel it must be too big (36-48 point) - it will probably be just about right.

In general, you should use one visual to present one (and only one) concept. On the other hand,
more complex concepts may be difficult for an audience to follow and for you to discuss. The entire
concept may be introduced more effectively - and often more rapidly - by progressively disclosing
successive elements of the concept. This stepwise approach is easier to explain, easier for your
audience to grasp, and implies a logical sequence inherent in the concept you will present.

CREATE GRAPHICS

Colour dramatically increases visual impact and one of the most effective uses of colour is to
emphasise selected text. Select contrasting colours to increase visibility and avoid colour clashes.

Many persons experience some degree of colour insensitivity (the most common form is a reduced
sensitivity to reds and greens, in about 1 out of 10 males). If you use reds and greens, choose
highly saturated colours instead of pastels and use thicker lines (for instance, when showing
different sets of data on a graph).
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OTHER DESIGN TIPS

Put dark text on a light background—Again, this is easiest to read. If you must use a dark background — for
instance, if your company uses a standard template with a dark background — make sure your text is quite light
(white, cream, light grey, or pastels) and perhaps bump the font size up two or three notches.

Align text left or right—Centred text is harder to read and looks amateurish. Line up all your text to a right-
hand or left-hand margin— it will look better and be easier to follow.

Avoid clutter—A headline, a few bullet points, maybe an image — anything more than that and you risk losing
your audience as they sort it all out.

Avoid the ‘click and read’ trap—Poorly designed presentations and inexperienced presenters often put a
page of text on a slide and then stand in front of the audience and read the slide. The text on a slide is only to
be an abridged version of a topic (such as bullet points) with enough words to prompt the presenter to verbally
fill in the information gaps.

Avoid over use of animations—Poorly designed presentations and inexperienced presenters will often use
all the animation options available to them and this is very distracting. Use one or two types and stick with
those throughout the presentation.

Avoid overuse of sound/music—Any sound or music used in the presentation should be only used as
background and not loud and distracting.
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OPENING THE POWERPOINT APPLICATION

We have learned how to design a PowerPoint presentation that will be effective and look professional. So the rest of these
training materials are focused on creating a presentation.

It is suggested that a PowerPoint desktop shortcut be created. This will avoid the need to use the START (Windows 7) menu
each time you wish to start PowerPoint.

To create a PowerPoint shortcut go to the START button, then ‘All Programs’ and then highlight PowerPoint.

. Microsoft Office

@ Microsoft Access 2010 Documents

[&] Microsoft Excel 2010

[f: Microsoft Office Access 2007 Pictures

[ Microsoft Office Excel 2007

li~ Microsoft Office Outlook 2007

(& Microsoft Office PowerPoint 2007

[E Microsoft Office Publisher 2007

i, Microsoft Office Word 2007

[EI Microsoft OneNote 2010

P | Microsoft PowerPoint-010

|E| Microsoft Publisher 2 Opest

@ Microsoft Word 2010 Troubleshoot compatibility
. Microsoft Office 2010
. Microsoft Office Tool

Music

Games

Computer

Pin to Taskbar
Pin to Start Menu

BLACKBERRY1 (H:)

. PrimoPDF
POWETPOInt . ProMash Restore previous versions / SDﬁgri.(ttcoupt
. QuickTime
| Startup Send to » | |1, Compressed (zipped) folder )
Send to T [Versity Codec Pack Cut B Desktop (create shortcut)
. TWersity Media Server ¢ Documents
bUtton . UsB S:'}:VE' i ggg Fax recipient
¢+ Xiph.Org i EeE _J  Mail recipient i
4 Back % Rename £, Local Disk (C)
Properties < DVD RW Drive (D:) |
Start button \ 2 MyBock &) 1 I
L[ —

BlackBerry User Tools (G:) h

Microsoft
Fow i

2 WM = @K

5y

Right-click with your mouse and choose ‘Send to’, then select ‘Desktop (create shortcut)'.

A PowerPoint shortcut will be deposited onto desktop. To open PowerPoint at anytime you would just double click on this icon.
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ORGANISATIONAL REQUIREMENT

There are numerous types of business documents. Layout and style of each type can be dictated by what
information is being communicated by the document as well as what the organisational requirements are.
These include electronic presentations.

When we speak of organisational requirements, these generally refer to the following:

¢

¢

¢
¢
¢

Policies and procedures of the company relating to the design and production of business
documents, such as electronic presentations

Allocated budgets associated with producing business documents, such as electronic
presentations

Accessing sensitive and/or confidential information

Accessing secure files and folders on the company’s computer system

Following the style guides and image policies of the company

When we speak of layout and style of the publication, such as electronic presentations this generally refers to
the conventions all businesses often follow when producing various types of business documents.

The term ‘conventions’ means the generally accepted standards that most businesses adopt.

So it is important that you learn and follow any organisational requirements, such as policies and procedures
relating to the development of electronic presentations.



ICTICT106 - Operate presentation packages
Learning
Activity

Question

LEARNING ACTIVITY ONE

What were those three main PowerPoint design concepts we reviewed in this Section?

TEACHER / TRAINER GUIDANCE NOTES

Make it BIG
Keep in Simple
Make it Clear
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Learning
Activity
Question

LEARNING ACTIVITY TWO

What were those six other tips about PowerPoint designs we reviewed in this Section?

1 2
3 4
5 6

TEACHER / TRAINER GUIDANCE NOTES

1) Put dark text on a light background
2)  Align text left or right

3) Avoid clutter

4)  Avoid the ‘click and read’ trap

5) Avoid over use of animations

6) Avoid overuse of sound/music
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Learning
Activity
Question

LEARNING ACTIVITY THREE

We spoke of ‘organisational’ requirements in this Section. What five areas of an organisation would organisational requirements
generally refer to?

TEACHER / TRAINER GUIDANCE NOTES
When we speak of organisational requirements these generally refer to the following:

1) Policies and procedures of the company relating to the design and production of business documents including electronic

presentations
2) Allocated budgets associated with producing business documents including electronic presentations
3) Accessing sensitive and/or confidential information

4)  Accessing secure files and folders on the company’s computer system
5) Following the style guides and image policies of the company
Copyright
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OPEN BLANK PRESENTATION AND ADD TEXT AND GRAPHICS
AND
APPLY EXISTING STYLES WITHIN A PRESENTATION

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

The most popular presentation application is Microsoft PowerPoint. In these training materials we will be referring to Microsoft
PowerPoint 2010. There is a newer version called Microsoft PowerPoint 2013. Although there are some minor differences the
basic and more common tools you will need to learn are the same.

When Microsoft PowerPoint (PowerPoint) was loaded onto the PC it would have likely created a shortcut on the bottom main
Windows toolbar. We learned earlier how to create your own shortcut and place it on the desktop. Either way, it is these shortcuts
that you would use to open PowerPoint.

PowerPoint shortcut
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Double click on the icon and open PowerPoint. What will appear is a blank presentation.

[PINE
File Home Desig ansitio Animatio d 0 V
IE ¥ cut e Layout * N +—_ |Ifi Text Direction ~ ~NOoo- LE& =), & shape Fill - 34 Find
- A = ="
33 copy - B Reset [ align Text - AlLL2d o - [ shape Outline - | 33 Replace =
AV pa- -l = o = Arrange Quick
B 7 US#$MN M |A-SESE=EES = B Corvert to smartart - || % L 3oy i 5%‘55. &) Shape Effedts - | 3 Seled -
[ Paragraph [F] Drawing T Editing

Paste New .
+ < Format Painter | sjjge~ o Section ~
Clipboard ] Slides Font

Click to add title

Click to add subtitle

Click to add notes

Teacher/Trainer

U ELITEL
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STARTING A PRESENTATION

What should be on your screen is a ‘New Slide’.

BT R et Vi1 P W o o . -~
me | Iet  Deiign  Taeaitions  Animations  Shde Show Review v Beerlaper a i@

a~~000- &

=4 15 Peplnee -

Slide Option —

Layout drop down

Layout Options

Click to add title

Click to add subtitle

Click to add notes

Shdedofl | “Office Tneme”

AES @ T s (= +) £

To change the look of this slide go to the ‘Slides’ option in the Home ribbon and drop down the layout button.

It gives you a series of options to choose your slide. The layout of each subsequent slide can change. Each time you click on
‘New Slide’ in the 'Slides’ option, you can use this menu.

If you were not happy with any of the standard layouts, you would click on the ‘Blank Slide’.

To start, lets pick the layout that is the second from the right on the top row.
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TEXT PLACEHOLDERS

What you will see is a slide that appears to look like two frames. These are called ‘text placeholders’.

Click to add title

* Click to add text

If you click on any of the text placeholders you will notice that a heavy grey board appears. This signifies that the text placeholder
is ready to be used, or worked with.
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You will also notice that there are small boxes in the grey frame, these are sizing handles. If you place your cursor on the bottom
or top box a vertical double-ended arrow will appear.

This is used to change the height of the text placeholder. To change the height hold down the left button of your mouse when the
arrow appears and either drag up or down to change the height.

If you place the cursor on the handle on the end of the text placeholder, a horizontal double-ended arrow would appear.

-4

This is to change the width of the text placeholder. To change the width hold down the left button of your mouse when the arrow
appears and drag either left or right to change the width.

If you place the cursor on the corners of the text placeholder, a 45 degree double-ended arrow should appear.

This is to change the width and the height of the text placeholder at the same. To change the overall shape of the text placehold-
er, hold down the left button of your mouse and when the arrow appears either drag in or out to change the shape.

If you place the cursor anywhere on the grey border (except the handles) an arrow star will appear.

-+

This is to move the text placeholder to a different location.

To move the text placeholder hold down the left button of your mouse when the arrow star appears and drag the entire textbox to
where you want to place it.
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Learning

Activity

Task

LEARNING ACTIVITY FOUR

To practice what we have just reviewed, try changing the sizing of the title text placeholder using all the handles.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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PLACING TEXT IN THE TEXT PLACEHOLDER

The placeholders will show ‘Click to add title’ or ‘Click to add text’. These words as well as the borders never appear when a slide
show is performed, even if you did not add any text.

When you click on the text placeholder, a flashing cursor line will appear showing where the text will be inserted.

It is then just a matter of typing in the text. PowerPoint automatically formats the text appropriately for the placeholder. This
results in perfectly formatted text, including bullet points for professional results.

In the example below you see that the text that is inserted into the placeholders also appears in the ‘Outline pane’. Other text
such as in graphics, inserted text boxes or WordArt will not appear in the Outline pane.

Shdes | Cutlee x

1 This 15 A Sample Titke

This Is A Sample Title

These are sample bullet points
Title * These are sample bullet points
* These are sample bullet points
Bullet list / * These are sample bullet points
* These are sample bullet points

* These are sample bullet points
+ These are sample bullet points

Click to add notes

Teacher/Trainer
Manual 7 v >
Shoelofl | "Office Theme™ | T + B
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Learning

Activity

Task

LEARNING ACTIVITY FIVE

Create atitle in the title text placeholder and create four bullet points in the bullet text placeholder. It really does not matter what
you type. Leave it there for the future activities. Save your file as ‘PP Exercise’ in a folder that you will remember later and in a
place that is easy to retrieve.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING SIMPLE GRAPHICS

PowerPoint has tools in which you can insert simple graphics. These are called ‘SmartArt Graphics’ and can be accessed by
clicking on the ‘SmartArt Graphics’ button.

Click to add title

* Click to add text

Insert graphics
buttons

)
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When you click on the SmartArt Graphics button, a new window appears that is the library of all PowerPoints graphic choices.
You simply select the graphic you are looking for, click on the graphic and then click ‘OK’.

Click to add title

SmartArt
* Click to add text — Graphics
button
rChoose a SmartArt Graphic m

List
I Al al
B o - == — | (D —
-

=0 Process [ -] | | - ,
b Oyde — | —— —_ H
Smal’tArt 2B Hierarchy = L___ml _——
—

Graphics /r E‘ﬁ Relationship — .
menu -EEE- Matrix I. Elh‘ .9 - - -

A= Pyramid
L ure .. Vertical Box List
H l ) “ . ﬂ ﬂ Use to show several
groups of information,
GraphIC / - -1-1-] .i. especially groups with large amounts of Level 2
- text. A good choice for bulleted lists of
choices — [N . information.
! — 1 [N =
— — 1 [ ks
— — R N
I Ok ] ’ Cancel
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After clicking ‘OK’, the graphic you chose will appear on your slide. There are ‘Text Placeholders’ in the graphic where you can
place text. We learn more about this tool and how to modify SmartArt graphics in Section Three.

Choose a SmartArt Graphic

[

8= List

o=

L] »

]‘__‘
—

Graphic Example

Process

Cycle

Hierarchy

Relationship
Matrix

Pyramid

B> @ B ek §

Ficture

e [Text]

We have inserted text here...
Text

Placeholders

Teacher/Trainer
Manual
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Learning
Activity

Question

LEARNING ACTIVITY SIX

On the previous page we talked about the SmartArt Graphics library. Looking at the menu tell us what eight categories of
SmartArt Graphics were available.

TEACHER / TRAINER GUIDANCE NOTES

1) List
2) Process
3) Cycle

4)  Hierarchy

5) Relationship
6) Matrix

7) Pyramid

Teacher/Trainer ;
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USE PRESENTATION TEMPLATE AND SLIDES TO CREATE A PRESENTATION

PowerPoint has an extensive selection of fully designed slide templates. They are a collection of backgrounds, colour schemes
and graphics in a wide variety of themes. These are very useful when a simple and quick presentation needs to be assembled
and the time and effort that goes into design colour schemes and backgrounds is not available.

To locate these templates you would click on ‘Design’ ribbon and then click on ‘Themes’.

Design

Home Insert Design Transitions Animations Slide Show Review View Developer

3 = nColors -
. Ag ) Background Styles
_] I‘IE' Aa Aa Aa I a, ég._:”] D Age— Aa ~ | [ Forts - 2 Background Styles
Page Slide || mmm— EmEEE | e (| | R | | eme- mEsm mesmes [ (e e = Effects = |:| Hide Background Graphics

Setup Orientation ~
Page Setup

Themes Background

T

Themes All Themes

To view all the available themes select the drop down menu and a box will appear that has a selection of pre-designed templates
of various themes. As you highlight each one, the slide displays the look and feel of the template. Once your selection has been

made, then you simply click on the theme.

It should be noted that the template applies to each and every slide in the presentation. To change a single slide you would need
to perform the steps as described in the previous pages relating to background, and apply any changes to the slide you are

working with.
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Learning
Activity
Question

LEARNING ACTIVITY SEVEN

In this activity you are to open PowerPoint and go through the various themed templates offered by PowerPoint. As you place
your cursor on each theme the title of the them will come up. To the right there is a dropdown menu that displays even more
themes.

What we want you to do is choose six of your favourite themed templates. Tell us the name of each theme and why you like the
theme.

Theme 1 Name
Why I like it...

Theme 2 Name
Why I like it...

Theme 3 Name
Why I like it...
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Theme 4 Name
Why I like it...

Theme 5 Name
Why | like it...

Theme 6 Name
Why I like it...

TEACHER / TRAINER GUIDANCE NOTES

This activity is to get the student or trainee familiar with the Design ribbon and the many themed templates on offer by
PowerPoint.
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USE VARIOUS TOOLS TO IMPROVE THE LOOK OF THE PRESENTATION
In the next section we will be dissecting the Microsoft PowerPoint 2010 application and show you all the tools in PowerPoint.

The new Microsoft PowerPoint 2013 version has all the basic tools that the 2010 version has, so understanding how to use 2010
tools will translate easily over to the 2013 version.

Before we go any further, we are going to take the time to explain the Office Ribbon within PowerPoint. The Office Ribbon is part
of the new ‘Microsoft Office Fluent User’ interface that replaced many of the menus and toolbars from pre 2007 versions of Power
Point, Word, Excel and many other Office programs. Many of the ribbons you would already be familiar with in Word or Excel.

In PowerPoint there are nine tool ribbons which include:

% Home
% Insert
# Design
% Transitions
#% Animations
% Slide Show
% Review
% View Tool ribbons
#* Acrobat
Pl 9-0 % / \ % Presentationl - Microso
Home Insert Demgn Transitions nmmatmns Slide Show Review View Acrobat
= % Cut g Layout ~ . — — i _ i =
= & = Lay N A A || == = | 4F li N |
53 Copy - B4 Reset AN
Paste Mew T U 8 ahe AV Aa \ = = = =5 BE
- <J Format Painter | gjige ~ L Section ~ IR %
Clipboard Slides Font Paragraph
[ | 11

Each of these tools are used to improve the look and effectiveness of the PowerPoint presentation.
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Learning
Activity
Task

LEARNING ACTIVITY EIGHT

Below are some tool icons you will be using when creating PowerPoint presentations. Tell us the name of each.

1 2 3 4 5 6

TEACHER / TRAINER GUIDANCE NOTES

1—Paste, 2—Save, 3—Copy, 4—Undo, 5—Cut, 6—Help
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SAVE PRESENTATION TO THE APPROPRIATE STORAGE DEVICE AND FOLDER

It is highly recommended that you save your presentation as you are doing it. This prevents losing information or content if there
should be a power failure or a computer problem.

The ‘Save’ button is accessed by selecting the ‘save button’ at the top of the screen, or by selecting ‘save’ from the ‘File tab
menu’ or by using the keyboard short cut Ctrl + S.

/ Save button

Home Insert Design Transitions Animations Slide Show Review View Developer
E] & | _ﬂl E;r +-_::|- C |'jlt - P\E‘J Play Marrations =
[ |2 - " o) -
o o B by =9 Use Timings = Sh
Fram From Broadcast  Custom set Up Hide Rehearse Record 5lide )
Beginning Current Slide  Slide Show Slide Show ~ | Slide Show Slide  Timings  Show - Show Media Controls | [ U
Start Slide Show Set Up
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When you save the presentation for the first time, you will be asked to provide a file name and a file directory where the

presentation will be saved. This directory can be on the local hard drive or an external drive such as a USB Flash drives or
external hard drives.

The organisation would likely have policies and procedures when it comes to saving files including PowerPoint presentation files.
So before saving the file, you should find out what the organisation requires as far as saving files.

In the example below the presentation is for a ‘Management Meeting for the month of Dec in 2015'. It is likely then that you
would be asked to save it to the ‘Meetings’ folder on the main computer’s hard drive. The PC hard drive has many purposes and
one is to be a storage device where files and folders you create are stored. In later sections we will learn how to save
PowerPoint presentations to external storage devices.

|P] Save As - - - — —_— Ié
OO | . ¥ Libraries » Documents » A ‘ +y | ‘ Search Documents ol
Organize ~ New folder gE ~ 9

P2 Microsoft PowerPo Documents library

i Arrange by: Folder =
Includes: 2 locations

[ Favorites

- Address Fragments PL Finals
N Eesk‘:)p E AdobeStockPhotos Logs Price Lists
o DL 508 Backup public Meetings <+ il .
+ Downloads Canon 5000 Music Sony PMB File folder
‘:l" Rece?nt Rlaces Customer Letters (5] My Data Sources Updaters
< Music Downloads My Documents Version Cue

Dropbox NeraoVision Zips
- Libraries Edraw Max Old Firefox Data
" Documents Employee Records Outlook Files
. Music Fax pknik
. =L Pictures -
File name R :
== File name: Management Meeting Dec 2105 -
Save as type: | PowerPoint Presentation '| |
Authors: User Tags: Add a tag Title: Add a title
+) Hide Folders Tools ~ [ Open l | Cancel |
Teacher/Trainer . . . . . L . . .
Manual Often businesses will have a set procedure when it comes to naming files. This is called internal naming conventions. They
would have been developed so as to find files quickly within their computer filing system. Again, it would be important to learn if
Copyright the office has such naming conventions in place.
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Learning
Activity

Question
LEARNING ACTIVITY NINE

When naming files there are special characters that cannot be used in the filenames.

What are those characters?

TEACHER / TRAINER GUIDANCE NOTES

A filename cannot contain any of the following characters:

\/:*?2" <>
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OPERATE PRESENTATION PACKAGES

SECTION TWO—CUSTOMISE BASIC SETTINGS

INTRODUCTION

In this section we start getting a better understanding of the many tools that are available in PowerPoint. We look at the various
tool ribbons, what tools are in each ribbon and start using some of the more basic tools.

SECTION LEARNING OBJECTIVES
At the completion of this section you will learn information relating to:

Adjusting display to meet user requirements
Opening and viewing different toolbars to view options
Ensuring font settings are appropriate for the presentation purpose

#
H
#
# Viewing multiple slides at once
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ADJUST DISPLAY TO MEET USER REQUIREMENTS

When working with PowerPoint, the way it is displayed on the screen can be adjusted depending on the user’s need or special
requirements. The three common elements to a PowerPoint window are the tools ribbons, the task/outline pane and the slide

window or pane. Later we will add another pane for the animations. _
Tool ribbons

Home Design Transitio

a d i i oba
. - . . [¥] Ruler m @ = arrange All
EE
% Cascade
Mo

[ Gridlines & Grayscale EE

rmal| Slide MNotes Reading Slide Handout Notes Zoom  Fitto Switch Macros
Sorter Page View | Master Master Master [ Guides Window i Black and White Wmdow 2 Move Split  indows -

Presentation Views Master Views Show [} Zoom Color/Grayscale Window Macros
112- 0 11- 018090 8070 -G 1504030201 0@ 0102030405006 F B0 -9 11000 1111200

Slide window or
pane

Click to add notes
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You can change the way these are displayed by making them bigger or smaller. On the ‘View’ ribbon there is a ‘Zoom’ tool that
makes either the Task and Outline pane bigger or smaller as well as making the Slide window or pane bigger or smaller.

Zoom tool ) .
View ribbon

D Gridlines = Grayscale % Cascade
Slide Motes Reading Slide Handout Notes Zoom  Fitto Switch Macros
Sorler Page View | Master Master Master [ Guides Window i Black and White Wmdow 2 Move Split  indows -

Presentation Views Master Views Show [} Zoom Color/Grayscale Window Macros

l . . - . . [¥] Ruler q . - @ EArrangeAll‘ EE

1:12.031- 1 10- 19 B 1 -F 1615 1-4.-10:3-1:2- 030 Q1 -1-0:2 030405016107 1819110 1 -11-1:12. 1

Slide window or
pane

Click to add notes
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For example if you click inside the Task and Outline pane and then on the ‘Zoom tool, you can make the Task and Outline pane
smaller.

Zoom tool

AN

P | H9-0 & |=
Home Insert Design Transitions Anfmations de Show Review View Acrobat

:I J = D . ] Ruler . & color &

D Gridlines = Grayscale
Mormal| Slide Motes Reading  Slide Handout Motes Zoom  Fitto .
Sorter Page  View Master Master Mastg [ Guides Window | sl Black and White | y;
Presentation Views Master Views Show Fl Zoom Color/Grayscale

1
P\g g - 5 ;‘r-\h— [ —————
Home Insert Design Transitions Animations Slide Show
= ) Ruler ©
J Be = [ - Q [
Gridlines
Mormal| Slide Notes Reading | Slide Handout MNotes - Zoom i
Sorter Page View | Master Master Master Guides Wil

Presentation Views Master Views Show Zoam

Zoom @‘g

Percent:

Slides | Outline | X

1

1:1:2:1:3:1:4,75:1:6 1:7-1:8:1:9-

Adjusted smaller

rel-1eQercl-1o200 3140506071819
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You can Also adjust the size of the size of the Slide window or pane bigger or smaller by using the ‘Zoom’ slider tool at the
bottom right corner of the PowerPoint window.

[E=rEy=>x

D Gridlines & Grayscale % Cascade
rmal| Slide Motes Reading Slide Handout Motes Zoom  Fitto Switch Macras
Sorter Page View | Master Master Master [ Guides Window i Blackand White | yindow 5P Move Split  windows

Presentation Views Master Views Show [} Zoom Color/Grayscale Window Macros

o a d i oba
Rul Cole Al All
HEEs o~ 8 Qe T Jome
Mot

1:12.031- 1 10- 19 B 1 -F 1615 1-4.-10:3-1:2- 030 Q1 -1-0:2 030405016107 1819110 1 -11-1:12. 1

Slide window or
pane

Zoom Slider tool

Sl eg 0 3 020 1ol Q1 11 20 F 01 d 151 fel Frl-B:l:G-

Close up of
Zoom Slider tool

Click to add notes
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Learning
Activity
Task

LEARNING ACTIVITY ONE

This is a practice activity. Open PowerPoint and play with the Zoom adjustments of both the Task and Outline pane as well as the
Slide window/pane.

Make each bigger and smaller just so you can get a feel for the sizing that you may prefer when working with PowerPoint.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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OPEN AND VIEW DIFFERENT TOOLBARS TO VIEW OPTIONS

We mentioned earlier about PowerPoint tool ribbons. These are located at the top of the PowerPoint window. Over the next
several pages we will be looking at each one and which tools are inside each ribbon.

We start with the most common tool ribbon ... the Home ribbon.

HOME RIBBON

Home Insert Design Transitions Animations Slide Show Review View Developer

=) e A w8 == | & x| fo. [iTedoiedion E~NOoo- B % Shape F % Find
B Reset ) — - ' [ Align Text A1lLd G- = b L2 Shape Outline 23 Replace -
Pavste 7 Fe Sw;?' 5 Section ¥ B 7 U S ahe 2l As i SE=8E Convert to SmartArt CARTAR NP 15 Arravnge :_-_-e:: Shape Effects W Select -
Clipboard X Slides Font Paragraph I Dirawing Editing
1 2 3 4 5 6

From this menu you can perform most of the standard functions of PowerPoint. These functions include:

1) Cut, Copy and Paste

2) Insert, remove or reset slides

3) Change the format of text in your presentation
4)  Alter paragraphs and text alignment

5) Insert, Arrange or edit Shapes

6) Find and/or replace text
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INSERT RIBBON

Insert Design Transitions Animations Slide Show Review View Developer
- : A=| B BE" O 3
cal Hbl Y2 Q@ o A B =g (= >
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Object | Equation Symbo Video Audio
v Art = Album - = Box & Footer v & Time Mumber = © v
Tables Images lllustrations Links Text Symbols Media

From this menu you can insert objects into your presentation using the various functions. These functions include:

1) Insert Tables from Microsoft Excel, or create your own
2) Insert Pictures, Clipart, Shapes, SmartArt or Charts

3) Embed links to Documents, URLS or actions

4) Insert text

5) Insert sounds or video files

Copyright
2017

Teacher/Trainer
Manual



ICTICT106 - Operate presentation packages

DESIGN RIBBON

From this menu you can change the look of your presentation using the various functions.

Home Insert Design Transitions Animations Slide Show Review View Developer

S n Colors =
L Back: d Styles ~
El Aa Aa Aa I é: 1 0 ~a D A& ....... éa Aa R @Fontsv | Background Styles
Page Slide EmEmE EmEEE Ll | mmEE sy | anmmE EEEEE mEE - @Effects .| [0 Hide Background Graphics

Setup Orientation

Page Setup Themes Background
1 2 3 4

These functions include:

1) Page setup and Orientation

2) Overall theme and look of your presentation
3) Change colours and fonts

4)  Change background colours and images
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TRANSITIONS RIBBON

P
Home Insert Design Transitions Animations Slide Show Review View Developer
ul T =& Sound:  [Mo Sound] - Advance Slide
, = d & = W ®x - - : !
gy |—| | - — © puration: 0200 % | [¥] On Mouse Click
alis Mone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover =| . ::: JApplyTo Al D After: 00:00.00 *
Preview Transition to This Slide Timing

From this menu you can control how your presentation transitions from one slide to another using these functions:

1) Preview your presentation
2) Change transition effect

3) Add sounds to transitions

4)  Change time between slides

Copyright
2017

Teacher/Trainer
Manual



ICTICT106 - Operate presentation packages

ANIMATIONS RIBBON

Home Insert Design Transitions Animations Slide Show Review View Developer
_,E'. E(g';:,gi\mmation Pane b Start ~  Reorder Animation

~

Preview Effect Add X -

0 Y
Preview Animation Advanced Animation Timing

From this menu you can create animations using these functions:

1) Preview your presentation

2) Create Animations

3) Open the Advanced Animation pane
4)  Edit timing of Animations
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SLIDE SHOW RIBBON

Home Insert Design Transitions Animations Slide Show Review View Developer
E; b @ p El;r o.:j- e |L _- PE) Play Marrations Resolution: Use Current Resolution -
— o = — Use Timings =2 Show On:  Primary Monitor -
From From Broadcast  Custom Set Up Hide Rehearse Record Slide i i
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show = show Media Contrals | [C] Use Presenter View
Start Slide Show Set Up Monitors

From this menu you can put the finishing touches to your presentation and practice your delivery. These functions help you to
achieve:

1) Running your presentation from either the current slide or the beginning
2) Set up how the presentation will run

3) Record narration or time each slide
4)  Set up the slides to be able to run with the correct resolution for your target medium
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REVIEW RIBBON

File Home Insert Design Transitions Animations Slide Show Review View Developer
VIO ¥z adaoum A@io &
'y = s P Mext
Spelling Research Thesaurus | Translate Language Show MNew Edit Delete Previous Mext Compare Accept Reject . - End
7 = Markup Comment Comment |l Reviewing Fane Rayjay
Proofing Language Comments Compare

From this menu you can ensure your presentation is professional using these functions:

1) Check and correct your spelling
2) Look up details in dictionaries, thesauruses or encyclopaedias

3) Add, edit or remove comments
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VIEW RIBBON

File Home Insert Design Transitions Animations Slide Show Review View Developer

= ™, ]

g == |3 = [T Ruler ) & color | E arrange a1l =

=B E E B anes | N 2 & =)

[ Gridlines = Graysaale 3 cascade
Mormal| Slide Motes Reading Slide Handout Motes . Zoom  Fitto New = } Switch Macros
Sorter Page View Master Master Master | [ Guides Window |l Black and White | window Lt Move Split  windows ~

Presentation Views Master Views Show = Zoom Color/Grayscale Window Macros

From this menu you can view different parts of your presentation using the following functions:

1) Change the presentation view

2)  Show multiple slides in the one screen

3) Show or hide the gridlines in your presentation

4)  Change the Slides from Colour to Greyscale or Black and White
5) Create or run Macros
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DEVELOPER RIBBON

Home Insert Design Transitions Animations Slide Show Review View Developer
A i (= SRR
=M=/ \\ :_‘.Og ABE =@ S roperics 6"\
Visual Macros Macro | Add-Ins  COM E ® _-g EB a2 b Q—;]Vigwcmg Document
Basic Security Add-Ins Panel
Code Add-Ins Controls Modify

This menu contains advance functions normally used by advanced users of office products. These are:

1) Insert Visual Basic programming code
2) Insert Add-Ins
3) Insert forms controls
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Learning

Activity

Task

LEARNING ACTIVITY TWO

So now you have a clearer understanding about the many tools and functions that are part of the PowerPoint application
software.

Over the next couple of sections of these training materials we will be getting you to use some of these tools and create a simple
PowerPoint presentation.

Later you will be requiring some images to insert into your presentation.

The theme will be Surfing.

We want an image of a big wave, a surfer as well as a cartoon of surfing or a surfer.

First create a folder on your desktop called ‘PPT Images’

To find these images go to www.google.com.au.

Click on images and type in ‘surfing’ in the search box, then click ‘Search’.

A series of images will appear. Find an image to match each of the ones mentioned above.
Click on the image and click copy.

Go to your new folder on the desktop called ‘PPT Images’ and right click on the folder icon. Then click ‘Paste’. This will deposit
these images to your folder, which we will be using in the next sections.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
gancal evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

It will be up to you the teacher or trainer to ensure this activity is done. However, at some point they will need to have some
pictures so this is a good time to source them and have them ready.

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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ENSURE FONT SETTINGS ARE APPROPRIATE FOR THE PRESENTATION PURPOSE

Earlier we learned about text placeholders in the PowerPoint presentation. This is where all text is inserted that will be used as
part of the presentation.

The type, size and style of the text is based on what ‘Font’ you choose. PowerPoint has numerous ‘Font’ tools and these are
found on the ‘Home’ ribbon. There are several ways to manipulate the font. Some of which we will review are:

% Font type
* Font size
* Font colour Font drop down menu
* Font attributes
* Positioning of text Highlighted text
ﬁ Home‘ Inset  Design  Transitions  Animations M Review  View Devfper ‘ rFu‘rmal ‘ o @)
=5 % cut Eaout o eadings o @ == = =Phee L} Text Direction + =R o = ), Qxshapefill - # Find
B3 Copy - =] 'E]Ryl Cator Weadings 91 * A <= = % et ALY L o~ 7|_—‘| ‘*_ Zsha:EOuthne' 2, Replace
e < Format Fainter Hew, 5 sed B s u y|iEhensioot tosmartat~ || % NP L T F A"aﬁge %}';k. o) Shape Effects | [ Select~
" T Calibri (Headings) s : Drawing .| rating
T Calibri (Bady) s
_________ All Fonts o Y A _ a _ o
i T hgency FA i
‘ T Aharoni nn Tan . !
| semga imple Title ;
| T Andalus jrep) i
O T AngsanaMew aind N o - ¢
T AngsanaUFC EREr] .
u Tl T Aparajita Caelerdt at pOIntS
T Arabic Typesetting gl .
* Ths ara 2t points
T Arial Black .
hd Tl T Arial Narrow at pOIntS
% Arial Rounded MT Bold
o T} Avial Unicode MS ot points
T Baskerville Old Face
T Batang
T BatangChe
T Ravhavs 93
T Bell MT
% Berlin Sans FB
FONT TYPE % Berlin $ans FB Demi -

The font type is found on the ‘Home’ ribbon and the small area next to the font title box brings up the ‘Font’ dropdown menu from
which you can choose. To change the font, you simply highlight the text you wish to change and then select the ‘Font’ styles from
the dropdown menu.
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FONT SIzE

Changing font size is basically the same as changing the style. It can be changed by using the “Font size’ drop down menu in the
toolbar next to the font style drop down menu. Again, you simply highlight the text and then select the size from the dropdown
menu.

When it comes to font size, bigger is always better. You should always try to increase the size of fonts instead of decreasing.

Font size drop down menu

Highlighted text

T T | v T
h Home | Insert  Design  Transtions  Animations  Slide Shg Review iew  Developer Format - @
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B Reset -
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FONT COLOUR

As with font style and font sizing, font colours are changed the same way. Again, you would need to highlight the font you wish to
change the colour of, then click on the ‘Font colour’ dropdown menu and select the colour.

On the Font colour button you will see a small box that looks like a paint bucket and in this box is the current colour of the
highlighted font. To change the colour you can select any of the PowerPoint suggested (default style) colours by clicking on the

sample colour box.

The lower row is a selection of ‘Recent Colours’ used in the presentation. This is handy when you want to keep the same colour
throughout the presentation and can avoid needing to locate the same colour in the colour palette box each time.

An extensive range of colours is available in the colour palette box. This is located by clicking on ‘More Colours’.

Font colour drop down menu

Default colours S
\ /nghllghted text

i ==

o T
ﬁ Home | Insert Design i Format a @)
= X cut 4] [ tayout - T [ . |1 et Direction - NNOoo - = |_ L3 shape Fill @ Find
B3 copy - B Reset = Qion Text ~ AlLLed o - —# [ shape Outline - 23 Replace -
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After clicking on ‘More Colours’, a new window appears and there a two options relating to Font colours. The first one is
‘Standard’ colours and this is simply a larger colour pallet of the default colours on the dropdown menu. The second option is
‘Custom’. This is where you can ‘mix’ your own colour or type in a ‘RGB’ colour. This is handy when you need to use a colour that
is part of the business style guide.

ﬁ Hume‘ Insert Design Transitions Animations Slide Show veloper ‘ ”F!rmal ‘ o @)
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FONT ATTRIBUTES

Font attributes include characteristics such as:

Bold

Italics

Bold and Italics
Underlined
Shaded

RN XX

ICTICT106 - Operate presentation packages

The other method is using the ‘Font Attribute’ icons which are on the Home’ tool ribbon. Selected font is highlighted and the

appropriate icon is clicked on.
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Positioning of Text—The default layouts of the PowerPoint text placeholders position the text automatically. For example, the
titles are always centred and the bullet points are left aligned.

You can change the positioning of the text by using the alignment buttons. You simply highlight the text to be re-positioned and
click on the appropriate button.

Font alignment

T ! | v 1
h Home | Inset  Design  Transitions  Animations deshow  Review  View  Developer Format = @
=6 ) cut I;l & ayout- teadings <14 <] A* =@ o= = = |f} Text Direction + SNNOe O - Ha ‘_\ S shape Fill # Fing
= B3 Copy - By Reset \ =] Align Text = AlLLed o~ RENE 2 Shape Outline ~ | 34 Replace ~
s  Format Painter SI‘\:;‘:‘V = Section ~ B 7 U S o a4 B comverttosmartart - || % VUL R [T ol s%lfleikv ) shape Effects + | [ Select =
Clipboard 5 Slides Drawing | Editing
Slides Outline x
]
e S - - -

—
>
=
)
>
W
Q
3
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t
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Il
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XN

* These are sample bullet points

* These are sample bullet points
* These are sample bullet points

* These are sample bullet points

Copyright
2017

Teacher/Trainer
L ETUE



ICTICT106 - Operate presentation packages

Learning

Activity

Task

LEARNING ACTIVITY THREE
Earlier you saved a PowerPoint file called ‘PP Exercise’. We want you to locate this file and open it up for this activity.
In this activity you are to practice changing:

Font styles to each of the four suggested fonts we learned about in Section One

Change the size both up and down, and compare readability of the smaller font versus the larger font

Change the colour of the font, trying dark and light colours and comparing readability.

Change the attributes of the fonts trying various combinations and comparing readability

Change the positioning of text both in title and in bullets and compare the various looks in order to see what looks
professional as well as what does not.

¥ oX X X %

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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VIEW MULTIPLE SLIDES AT ONCE

slides into your presentation.

It is very simple. Go to ‘Home’ and the click on ‘New Slide’. This will add a new slide.

ICTICT106 - Operate presentation packages

We will soon learn on how to view multiple slides at the same time. However, to do this you should first understand how to insert

Home
Home Insert Design Transit
~ 5= Layout -
. B — |_—| -
New Slide =p 5=| Reset
Faste Mew
- F at Painter | glige~ "5 Section ~
Clipboard 5 / Slides

e

New Slide dropdown menu

If you want to add a different type of slide, click the ‘Select Slide’ drop down. A box will appear and you must then choose your

new slide format.

Office Theme

Title Slide Title and Content

Section Header

L e " P e T
=l AR T sgn |

Two Content Comparison

Title Only

Elank Content with

Caption

=] Duplicate Selected Slides
=] slides from Outline...

=] Rewuse Slides...

Picture with
Caption

I

This is exactly the same procedure to follow for each and every slide you wish to add to a presentation.
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Learning

Activity

Task

LEARNING ACTIVITY FOUR

We are using the original PowerPoint file ‘PP Exercise’.

Before we start learning other PowerPoint tools, we need to set-up the basic slides. This requires you to create four new slides.
You will need to change the first slide and insert the other three new ones.

To change the layout of the first slide go to ‘Home’ and then click on ‘Slide Layout’.

Home
i Home Insert Design Transitions Animations Slide Show Reviey
T P w1 = -
L Cut e __=| I_.ay..r.out . . LAt | Em | oi=
_0 Office Theme

/ - # Format Painter | glige = H H
Slide Layout Clipboard % grre——— Il e
Slides ‘ Outline » i’ """"""""""" H 4ER : Mnaassmsssaszsanssssanszand
1 Title Slide Title and Content Section Header

“"*'- -“"*"- _-.!A". _.“--a".

Two Content Comparison Title Only

The following pages will tell you exactly which slide layouts to use and which text to insert in each. As you insert the text you will
notice that the text appears in the Outline pane.

You will need to complete this activity before you proceed with the next part of this Section.
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Slide One

Text required

Slide layout Australia’'s Surf Culture

An Overview

Office Theme

Title and Content

Title Slide Section Header

Slide Two

| s | s

»Australia‘s Surf Culture

Two Content Caomparison Title Only

Text required

*« Nurmerous world class surf beaches
« A strongly supponted sport

Slide layout

EBlank Content with Ficture with

* Surf beaches close to major Australian BT B
ities

Title 5lide Title and Content Section Header

‘ L4s bels
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Slide Three ]
Australia’s Surf Culture

Text required + Famous surfing

Australia

Slide layout
§ + Major surf clothing
brands and degigns

Tronhle alick ta add from Australia

15, 1o

JI T s - I

Office Theme

2

Title Slide

‘ L pely

Blank Content with Ficture with

Slide Four Caption Caption

Slide Four will be the last slide and we want this slide to be blank.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide evi-
dence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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Before we go on to some of the other tools we should touch on how you can view a number of slides at the same time. In the
‘View’ ribbon there is a tool called ‘Slide Sorter’.

VIEW MULTIPLE SLIDES AT ONCE

This tool when used shows multiple slides in the PowerPoint show. It is handy to use when you want to make sure that the slides
are all consistent in their look, as well as layout and the slides and their content are in the right location of the presentation. You
can make the slides bigger or smaller by using the ‘Zoom Slider’ tool.

You can use this tool to move slides around the presentation. To do this you click on the slide you wish to move, hold down the
mouse button and drag the slide to the location in the presentation you want it to be. To go back to the normal view you simply
click on the ‘Normal’ button.

X Pl - O —— . " Presentation] - Microsoft PowerPoint - — [
S||de SO rt tool Wome  Insert  Design  Transbons  Ammabons  Shde Show  Review e @
— ! K= =
Normal| Shide | Motes Reading  Shde Hamdowt Motes = Zeam f_'_l h Ma
Slide Example 1 Slide Example 2 Slide Example 3
] ——— T
ome Insert Design Transitions Animations
Mormal | Slide | Notes Reading  Slide Handout MNotes
Sorter | Page  View Master Master Master
* Presentation Views Master Views Show
Slide Example 4 Slide Example 5 Slide Example 6
Normal button P P P
Zoom Slider

1 2 78% () [ (+)
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Another method of viewing two slides at the same time is using the ‘New Window’ tool. This opens the same presentation in
another window and here you can make changes. When you make changes on one window you are also making changes to the
other window. To go back to one window you simply exit out of one of the open windows using the small “X” in the right corner.
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1 = -
@
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S
& . .
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Learning

Activity

Task

LEARNING ACTIVITY FIVE

In the previous activity we asked you to change one slide and insert three new slides into your PowerPoint file called ‘PP
Exercise’.

First we should remind you that each time you make a change to your presentation you need to ‘Save’ the file.
In this activity we want you now to open ‘PP Exercise’ in the ‘Slide Sorter’ view.

This is just a practice activity so that 1) you can access and open a tool that shows you multiple slides and 2) for you to see what
this tool does in real life.

After you are done, click on ‘Normal View and save the file.

In the next section we will be using PP Exercise to practice using other tools.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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Section Three

Format Presentations
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TOPIC SUB-DIRECTORY

Over the next several pages there will be topics that address specific features, functions and tools available and used in
PowerPoint.

To enable the student or trainee to locate these specific topics we have introduced this sub-directory.

Inserting SmartArt Graphics Page 76 (Student/Trainee Manual Page 76)

Formatting Backgrounds Page 87 (Student/Trainee Manual Page 85)

Inserting Picture Backgrounds Page 91 (Student/Trainee Manual Page 89)

Inserting Images/Pictures Page 95 (Student/Trainee Manual Page 93)

Manipulating Images/Pictures Page 99 (Student/Trainee Manual Page 96)

Picture Style/Format Options Page 100 (Student/Trainee Manual Page 97)

Inserting Drawing Objects Page 104 (Student/Trainee Manual Page 100)
Inserting Text in Drawing Objects/Images Page 111 (Student/Trainee Manual Page 107)
Drawing Objects 3D Effects Page 115 (Student/Trainee Manual Page 110)
Inserting Clip Art Page 117 (Student/Trainee Manual Page 112)
Inserting Dates and Page Numbers Page 121 (Student/Trainee Manual Page 116)
Overview of Tables in PowerPoint Page 124 (Student/Trainee Manual Page 119)
Creating Tables in PowerPoint Page 125 (Student/Trainee Manual Page 120)
Table Fills, Borders and Font Alignment Page 132 (Student/Trainee Manual Page 126)
Inserting Tables from other Applications Page 137 (Student/Trainee Manual Page 131)
Inserting Charts Page 140 (Student/Trainee Manual Page 134)
Changing Chart Styles Page 144 (Student/Trainee Manual Page 138)
Changing the Look of a Chart Page 146 (Student/Trainee Manual Page 140)
Inserting a Chart from Excel Page 151 (Student/Trainee Manual Page 144)
Duplicating Slides Page 153 (Student/Trainee Manual Page 146)
Reordering Slides Page 156 (Student/Trainee Manual Page 148)
Deleting Slides Page 158 (Student/Trainee Manual Page 151)
Creating a PDF File Page 160 (Student/Trainee Manual Page 153)
Saving Presentation File to an External Storage Device Page 162 (Student/Trainee Manual Page 155)
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OPERATE PRESENTATION PACKAGES

SECTION THREE—FORMAT PRESENTATIONS

INTRODUCTION
As the Topic Sub-Directory outlines, we are going to be reviewing and practicing with many more PowerPoint tools and features.

With PowerPoint it is important that as you learn you keep practicing and you will find using the tools becomes very easy and you
will also find many other tools to try and master.

SECTION LEARNING OBJECTIVES
At the completion of this section you will learn information relating to:

Using and incorporating organisational charts and bulleted lists, and modify as required
Adding objects and manipulating to meet presentation purposes

Importing objects and modifying for presentation purposes

Modifying slide layout, including text and colours, to meet presentation requirements
Using formatting tools as required within the presentation

Duplicating slides within and across a presentation

Reordering sequence of slides and deleting slides for presentation purposes

Saving presentation in another format

Saving to storage device and closing presentation

¥ oX N R R N X X X
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USE AND INCORPORATE ORGANISATIONAL CHARTS AND BULLETED LISTS, AND MODIFY AS REQUIRED

In Section One we learned about a basic tool in PowerPoint called the ‘SmartArt Graphics’ tool. We showed you how to access
this tool through one of the slide formats that you are able to insert as a ‘New Slide’.

You can also access this tool by going to the ‘Insert’ tool ribbon and clicking on the ‘SmartArt’ tool button.

BlH9-0 &- |° P Presentationl - Microsoft PowerPoint -—— | =

Home Insert Design Transitions Animations Slide Show Review View Acrobat

Insert : G PR QU HE4E604E Q&8 @
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. - Art M Album g M Box & Footer M Time Number - - - Flash
rl b b O n Tables Images Tllustrations Links Text Symbols Media Flash
Slides|0ut|ine| / X 112 1 21 120 1 9 1 Bt T Gt 5t At Zet 2t oLt 011121 30415161 Tt 819t 10 1 ALt 201
7~
1

phic Example

]
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T
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SmartArt
tool N

Graphic Example

Choose a SmartArt Graphic
-

= ust -l
Process

Cycle

Hierarchy

Relationship

B Matrix

Pyramid

Basic Block List

Picture

Use to show non-sequential or grouped blocks
of infermation. Maximizes both horizental and
vertical display space for shapes.
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Click to add notes
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SmartArt is the most used tool to show organisational charts such as company structures and is often used to create bulleted
types graphics.

In the example below we have shown a basic company structure graphic and what it could look like after it has been completed.

Text
Company Structure Example /‘/P'a"em'ders\

ABC Hardware Pty Ltd

[Text] <

Worker

e R
.=
Manager
Sales Sales
/ Manager [

Text
Placeholders
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These types of charts can be easily modified using the same tool. For example you can change the look of the chart. When you
click on the chart, a new ribbon appears called ‘SmartArt Tools’ at the top.

You click on the ‘Design’ tab and you are provided with a collection of modified chart designs.

Pl 9 -0 &[5
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PresentatMmsaﬂ PowerPoint
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SmartArt is also often used to show bullet points in a graphical form.

In the example below we have shown a bulleted graphic.

Bullet Graphic Example

Text
Placeholders

e [Text]
e [Text]

.

e [Text] | ¥

* [Text] ) ABC Hardware Pty Ltd

¥

e [Text]
* [Text]

* Melbourne
* Adelaide
* Hobart

* Kerang - Victoria
* Goulburn—NSW
* Alice Springs - NT

/w .
Text el « Sydney
Placeholders « Melbourne
S
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These types of charts can also be easily modified using the same tool. For example you can change the look of the chart. When
you click on the chart, a new ribbon appears called ‘SmartArt Tools’ at the top.

You click on the ‘Design’ tab and you are provided with a collection of modified bulleted chart designs.

Design tab SmartArt Tools y Modified chart designs

(B =

QI‘ d 9 - vsoft PowerPo | SmartArtTuuls

a
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Other common modifications that can be made is to make the SmartArt Graphic bigger or smaller on the slide. When you click on
the graphic a grey box appears around the graphic and in each corner are some dots called ‘Handles’.

You click on one of these handles and a star appears. While holding down your mouse button you drag outward to make the
graphic look bigger or inward to make the graphic smaller.

Drag to

rdlos ABC Hardware Pty Ltd —I—// size

T

o
-< ABC Hardware Pty Ltd
Manager

Sales
Manager
=<
(
Sall
=
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You can also move the graphic into a new position on the side. You again click on the graphic and the grey box appears around
the graphic. You place your cursor on the top edge of the grey box and hold down your mouse button. A small star with arrows
appears this time . As you hold down your mouse button, you can move the graphic anywhere on the slide.

Drag to

ABC Hardware Pty Ltd / e

‘ Manager <
Sales Sales

Manager

ABC Hardware Pty Ltd

Worker

<m

<
Sales
L& BT
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Learning
Activity
Task

LEARNING ACTIVITY ONE

You should still have your ‘PP Exercise’ file open. If not, locate the file and open it.

In the last activity you inserted a blank page at the end of the slide presentation. On this page we want you to do the following.
Insert a SmartArt Graphic from the ‘Hierarchy’ selection and fill in the text placeholders. What you put into the placeholders does
not matter, we just want you to get used to using these types of graphics. Then make the graphic smaller and place it in the

middle of the slide.

Next we want you to insert a graphic from the ‘List’ selection and fill in the placeholders as well. Then make this graphic smaller
and place it in the middle of the slide underneath the other graphic.

Then we want you to change the look of each graphic. It is your choice.

We have put examples of what your slides should have looked like.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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ADD OBJECTS AND MANIPULATE TO MEET PRESENTATION PURPOSES
AND

IMPORT OBJECTS AND MODIFY FOR PRESENTATION PURPOSES

AND

MODIFY SLIDE LAYOUT, INCLUDING TEXT AND COLOURS, TO MEET PRESENTATION REQUIREMENTS
AND

USE FORMATTING TOOLS AS REQUIRED WITHIN THE PRESENTATION
(Over the next few pages we cover four ‘Performance Criteria’ points at the same time to avoid repetition)

Over the next several pages we are going to go into some detail on using the Insert tools as well as using the many formatting
tools. We will need you to have your ‘PPT Exercise’ file open and ready to try these tools as we learn about them.

We are going start with ‘Backgrounds’. Backgrounds are a very important part of a presentation. Backgrounds can add
tremendously to the professionalism as well as attractiveness of the presentation. Backgrounds can also distract from the
message if used improperly. So care must be taken when designing the background of a presentation.

The simplest method of changing the background is by changing the colour.

To change the background colour of a slide you go to the ‘Design’ ribbon and click on ‘Background Styles’. Here you can select a
style of background, such as gradient shading.

nnnnnnnnn Animations Slide Show  Review  View  Developer Format

ﬂﬂ..ﬁﬁﬁ.@ﬁ@f'

e sert
on = -

Design Ribbon — |2«

5% Background styi
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ThisIs A Sample Ti

{3 Format Background...

e These are sample bullet points

* These are sample bullet points
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If you click on ‘Format background’ you can change the colours of the background. A new window will appear and the colour pal-
ettes for the background are exactly the same as they were for the Font colours. You have default colours, standard colours and
custom colour palettes.

Presentationl - Microsoft PowerPoir
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Background Fill Effects—PowerPoint has a wide range of fill effects that takes a plain and sometimes boring solid colour
background and applies textures and other effects. To access these effects you would click on the ‘Background’ drop down arrow
as you would when changing the colour.

A box will appear that offers four types of background fill effects:

“% Solid

* Gradient
% Texture
“% Picture

The ‘Solid’ effect just fills the background with one single colour.

The ‘Gradient’ effect offers a variety of options. You can use one or two colours that will cause a gradient effect vertically,
horizontally, diagonally and from a pre-set location. There is also a pre-set option that has a wide range of pre-set colour
combinations you can choose from.

The ‘Texture’ effect also offers a variety of options. There is a pre-selection of 12 textured backgrounds, which are commonly
used.

The ‘Picture’ effect inserts a picture as the background. PowerPoint offers a small selection of pictures. This effect is used mainly
to import pictures from other files to be used as backgrounds. (We discuss inserting images in a later section)

Format Background E] Format Background Format Background @ Format Background B
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- Fle... Clipboard Clp Art....
Divection: il picture as texture
Angle: we 2] Tiling options
Gradient stops OffsetX: 0pt 3] scalex: [100% [
Stop 1w Offset¥: [0pt & scaley: 100% (3
Stop position: J 0% (2 Algnment: | Top left v
goor sroroe: e[
Transparency: J 0% % Transparency: J 0% (8
ResetBackground | [ Close ] [yt [ResetBadground | [ Close ] [ oy [ Reset Background | | Close ] [ eoovoar | [ Resetgackaround | [ Close ] [__polytoal
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Activity
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LEARNING ACTIVITY TWO
This activity uses Slide 1 of your PP Exercise PowerPoint file. Only apply the changes to Slide 1.
In this activity you are to practice changing:

Background and font colour and compare various samples for readability

Background gradient styles, colours and font colour and compare various samples for readability
Background texture and font colour, and compare various samples for readability

Background patterns, colours and font colour and compare various samples for readability

Background picture from PowerPoint selection and font colour and compare various samples for readability

¥ oX X X %

After you have finished this activity we want you to go back to ‘Background Styles’ and click on ‘Reset Background’. This will
bring the slide back to its original background and ready for the next activity.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING A PICTURE AS A BACKGROUND

Earlier, we spoke about inserting a picture as a background to a presentation, whether it is one slide or the whole presentation.
We showed you how to insert a picture from a selection of PowerPoint images.

In the next few pages we will show you how to insert a picture from another file.

In Learning Activity Three we asked you to collect some images related to the surfing theme. These files should have been saved
in a special folder located on your desktop called ‘PPT Images’.

Make sure your active slide (slide on the screen) is Slide 1.

Go to ‘Design’, then click on the ‘Background’ dropdown menu arrow.

Presentationl - Microsoft PowerPoint -

Design Animations Slide Show Review View Developer

Format Background B colors -
. ) | <34 Background Styles -
=i Design — pa |7 Aa ] - -
Fill mEmE mmmm = LT O] estects - Hide Background Graphics
Picture: O solid fil Themes Background ~
> Gradient fil
- %i'.i.‘s.‘y.zﬁ..O.r..‘zeesMﬁ..ﬁ.‘."é
. . / Hide background graphics
Picture or texture fill
Texture:

Insert from:

FI el [ Eile... ] [ Clipboard ] [ Clip Art... ]
I e Tile picture as texture
Tiling options

OffsetX: 0pt 2] scalex: |100%

E
E

I+ <2

]
Offset¥: 0pt 2] scaley: |100% [Z]
Alignment: | Top left [v I
Mirror type: | None l V]

Transparency: J 0% [v}

[ Reset Background ] [ Close I [ Apply to All ] /

Background dropdown arrow button

The Format Background window will appear and you would then click on the 'Picture or texture fill' option and then click on the

. ‘File’ button.
Teacher/Trainer
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The ‘Select Picture’ box would appear. To locate a file containing the picture you want you would use the drop down menu and
locate the folder that contained the picture file.

In this case we are looking for ‘PPT Images’ on your desktop and you will want to use the picture of the big wave.

& EErn | e R Tacs

Look in
(folder PPT images)

B weazad 1]
[1: ma wf

Big wave picture 4-,@,_
Insert

\ E

\

Click on the image file and a preview thumbnail would appear on the right hand side of the box. If this is the correct picture, you
would then click ‘Insert’.
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The ‘Background’ box reappears and you need to choose whether this picture is for all the slides in the presentation, or just the
current slide (Slide 1). In this example it is only for Slide 1, so you click ‘Close’ and the picture is inserted as a background in

Slide 1.

rFl:lrmat Background @

Fe s rn
Picture | () solid fil
O Gradient fill

Close button (& Picture or texture fil

[ Hide background graphics

Insert from:

FFie.. ] [ cipboard | [ cipact..
[ Tile picture as texture

Stretch options

Offsets:

Left: 0% (3 Rght (0% F8]

Top: 0% Bottom: (0% [

EIENEE] B I D ]

Slide 1 background
N \ Transparency: 37 0% (%

N
[ Reset Eackm Close ] [ Apply to All ]
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Learning

Activity

Task

LEARNING ACTIVITY THREE

If the background picture you have chosen makes the text hard to read, try either changing the size and colour of the font and/or
change the background picture to a scene that has lighter colour shades.

Also, you need to remember that PowerPoint automatically formats the image so it fits into the slide frame. If the picture you had
chosen was of a ‘Portrait’ layout, then the picture will look stretched and distorted when inserted into the slide .

It is better to pick an image that is of a ‘Landscape’ layout.

Show your teacher/trainer or your employer your choice of picture for the first slide background and ask for their comments.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING IMAGES/PICTURES

Over the next few pages we will review the steps required to insert and position simple pictures. In the pre-
vious pages we reviewed how to use a picture as a background. There will be numerous occasions when
you will want to use a picture to reinforce a message being presented in a slide. We will insert simple imag-
es into Slide 2 of our ‘PP Exercise’ slide presentation.

The inserting of images will be by way of Learning Activities.
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Activity

Task

LEARNING ACTIVITY FOUR

ICTICT106 - Operate presentation packages

Now, bring up Slide 2 so that it is the Slide on the screen. The images we will be inserting are the other two that we asked you to
collect and store in ‘PPT Images’ folder.

The first image will be the cartoon image. To locate this image you would go to ‘Insert’ on the ribbon, now click on ‘Picture’.

Insert

Picture

Insert Design Transitions Animations Slid
—lal 5w EE T} b ﬁi L A
Table PFicture Clip Screenshot Photo Shapes Smartart Chart Hype
~ Art = Album = ~
Tables Images INustrations Li
}  Slides | Outline | x
1
H
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The ‘Insert Picture’ box will appear. At the top you will locate the ‘PPT Images’ folder and this will list the images in this folder.
You can highlight each file name to see a thumbnail of the image. When you have located the cartoon style image, click on

‘Insert’.
Folder namem
Lk ¥ ELLGF - [l ol i

T p—
a

E il
j [
| g 1]

File name —

i
Thumbnail = I %
L] ~
—
e

Insert —__|

The image will now appear on the slide.

Australia’s surf Culture

= Mumerous warld class surf braches
» A strangly suppertad =pert

o|f- - - -0 B esches e borajor- Astiatian - g

;, i

New image
inserted

. We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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MANIPULATING THE IMAGE/PICTURE

PowerPoint offers a wide range of editing options that can be applied to pictures. What we will be reviewing are the following edit
options:

Sizing
Positioning
Colouring
Contrast
Brightness
Cropping
Inserting borders

R I - g

PICTURE TOOLBAR

When you select the image the toolbar will appear on the screen. For more advanced options you can right click on the image
and select ‘Format Picture’.

Design

P 00

Home Insert Design Transitions Animations Slide Show Review View Faormat

- o P ;. u :
af = o e ﬁCompress Pictures
i. g ﬂ

: _%Change Picture

Developer

\;|\;|i;;-;;

ZPicture Border ~

rmat Picture

~HHeight: 3.81

wd P

i
Remove Corrections Color  Artistic . . idth:
Backgraund = = Effects -~ '3 Reset Picture ~ Pict|| | ™ Picture Corrections L
. i Line Colar Sharpen and Soften B
Adjust Picture Styles hize
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Format Picture

Line Style

Shadow

Reflection

Glow and Soft Edges
3-D Format

3-D Rotation

Picture Corrections

P;cmre Color
Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Presets:

Soften Sharpen
Brightness and Contrast

Presets:

Brightness: - G 0%

Contrast: - U 0%

Reset
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PICTURE STYLE/FORMAT OPTIONS

% No Recolour- this shows the picture as normal, exactly the way it was taken from the source file.

% Greyscale — this converts a colour picture to a picture made up of grey shades

% Black and White — this converts a colour picture to a black and white picture with absolutely no grey shades
Contrast Control — this takes the picture and increases or decreases the contrast of the colours or shades of the picture.

Brightness - this takes the picture and increases or decreases the brightness of the overall picture.

Picture Cropping — this allows you to crop the picture to the size and shape you want. This is different from sizing the picture. In
cropping, you actually lose parts of the cropped picture.

Lines and Borders — in this toolbar option you can pick from a series of standard lines, including thickness and style. For special
and pattern lines or borders you would go to the ‘Draw’ toolbar. The icon looks the same.

PICTURE HANDLES AND POSITIONING IMAGES

You will have noticed that when the image appeared or it is clicked on, a border appears with little white boxes on the edges and
corners. These are called handles. They are used for increasing and decreasing the size of the image.

wl S Ll : 1

' beaches close to

Handles <
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If you place your cursor on the bottom or top of the box a vertical double-ended arrow will appear.

'

This is used to change the height of the picture. To change the height hold down the left button of your mouse when the arrow
appears and drag either up or down to change the height.

If you place the cursor on the handle on the end of the image a horizontal double-ended arrow would appear.

-4

This is to change the width of the picture. To change the width hold down the left button of your mouse when the arrow appears
and drag either left or right to change the width.

If you place the cursor on the corners of the picture, a 45 degree double-ended arrow would appear.

'

This is to change the width and the height of the picture at the same time. To change the overall shape of the picture, hold down
the left button of your mouse when the arrow appears and drag either in or out to change the shape

If you place the cursor anywhere on the picture (except the handles) an arrow star will appear.

-+

To move the picture hold down the left button of your mouse when the arrow star appears and drag the entire picture to the spot
where you want to place it.

This is to move the picture to a different location.
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This is a practice activity. On the cartoon image you have inserted apply the following editing steps:

Learning LEARNING ACTIVITY FIVE

Activity

Task

Decrease the image by half using the handles.

Increase the image to take up one quarter of the slide

Crop the image so that it is a square shape

Place a 4.5 point black line around the image

Increase and decrease the brightness

Increase and decrease the contrast

Turn the image into greyscale

Turn the image back into a colour image and get the image as close to the original shape and size that it
was before practicing the above steps.

P R - -

Next align the title on Slide 2 to the far right and place your first image next to the title.

Finally insert the third image in the ‘PPT Images’ folder. Place this image in the far right-hand corner. Use the
following graphic as an example.

&x. Australia’s Surf Culture

¥

+ Numerous vwarld class surf keachses

- « Actrangly supportoed cpart

- » Surf beaches close ta major Australian
' cities

- i
: 5

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this

Teacher/Trainer
Manual task properly. If you are doing this at work then ask your employer or supervisor to watch you do this activity

successfully and then provide evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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PowerPoint offers a generous array of drawing objects that can be inserted into slides if and when needed. These objects can be
easily sized, coloured and positioned for the best effect.

INSERTING DRAWING OBJECTS

The array of drawing objects are located in the ‘Home’ tab in the ‘Drawing’ section.

File Home Insert Design Transitions Animations Slide Show Review View Developer ~ 2
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As you run down the list of categories and highlight each one, a display of specific shapes appears.

When your selection has been found, you click on the shape and move your cursor to the slide. The cursor will have turned into a
fine cross shape signifying it is ready to draw your shape.

You then hold down the left mouse button and draw the basic shape onto the slide. When you let go of the mouse button, the
shape will appear with ‘Handles’ and likely with a ‘Fill" colour chosen from the default colour scheme.

-
& Australia’s Surf Culture & Australia's Surf Culture
+ Numarous veorld cléss surf beachos + Nurmsrous world cléss surf beaches
« A shrongly suppartcd spart : « A strongly supported sport
+ Surf beaches close to major Australian + Surf beaches close to major Australian
cities : cities :
oy - ' s

The look of the shape as you are drawing The look of the shape with handles and fill

The handles work in the same way as the handles on a picture. You can adjust the size and shape of the drawing object by using
the handles.
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The fill colour in the same image can be changed and even removed. To do this you go back to the ‘Home’ tab and click the
‘Shape Fill' button arrow. (Make sure the object is ‘active’. You will know this if the object handles are visible.)

- m x Calors B
QJ enderd || Custom =1
! Cobrs: (o]
|;;r | S1/shape Fill-~ #4 Find
- Theme Colors ke ~ Standard
e H EEEEEEE} R
— )
Theme colours III Custom e L@.
Colors <
| | I I I I I I \ sonderd | it | m—r—
Standard colours Standard Colors
HE ENEEN
Ho Fill _— More colours
No fill 5 More Fill Colars.., | I
ﬂ Picture... RBG Colour Calor mogel: __RGE ‘
.  _’ Gradient 4 > Red s
Fill effects — codes e
g Texture 4 Blus: 0 (2]

You now have the choice of removing the fill colour altogether, by clicking on ‘No Fill".

You can choose a colour from the default colour scheme, recently used colours or go to the ‘Standard’ or ‘Custom’ colour palette
boxes by clicking on ‘More Fill Colours’. (The ‘Standard’ and ‘Custom’ colour palette boxes are the same as those for colouring
fonts and backgrounds accessed from ‘More Fill Colours’.)

You can also apply ‘Fill Effects’. These are the same effects as those used with ‘Backgrounds’.
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You can also change the borderlines to your shape. To do this you go to the ‘Home’ tab and click on the ‘Shape Outline’ button.
This will bring up the array of line thicknesses to choose from in the weight section of the menu.

Shape Outline = Cergtoas | - 7 x
\ View  Developer Format (7]
. MiLS ’ M 2
Weight
Theme Colors
H EEEEEN
Line selection -|"||||||
Standard Colors
HE ENEEER
Ho Qutline
\ 22 More Outline Colors...
S — = Weight >
¥pt — == Dashes 3
More Lines | ot —————
1 1pt —
1% pt  —
20 Pl —
I pt  ——
143 pt —
6 pt
== More Lines...
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You can also fine tune your line choices and change the colour of the lines by clicking on ‘More Lines’. This will bring up the
‘Format Shape’ dialog box. There you can do the following:

2017

#* Change colour of the line
% Remove the line
% Change style — dashed, dotted, double lines
% Change the weight of the line (Thickness)
% Use patterned lines (this is accessed through the colour drop down menu in Line Colour)
Format Shape
Yapt —————— Format Shape —
o Fill Line Style
: zt Line colour ———| | Line Color Width: 2pt {:}
1% pt  —————— _ i Line Style .
b Sh Al
3Pt — Ao Dash typer
4% pt —— 3D Format [ l
E—— Cap type: Flat w
ot 3-0 Rotation
=2 More Lines.., , )
Pichre Join type: Round [Vl
Arrow settings
Text Box
More Lines
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LEARNING ACTIVITY SIX
Activity This is a practice activity. Select a shape of your choice and insert it on Slide 2. Then do the following edits to your

shape:
Task

#* Change the colour to black fill colour

# Change the borderline to a 2 point yellow

% Change the size of the shape to take up a quarter of the slide area

#* Then delete the shape (this done by making the object active and hitting the ‘Delete’ key)
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Action Buttons
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Go to ‘Shapes’ and then click on ‘Stars and Banners’ and click on ‘Explosion 1'. @‘
5
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Draw an explosion cloud about the size as shown in the graphic below. Change the fill colour to a light blue and the borderline to
a 2 point deep blue line.

Erral roer st o+ 70 E- B te F g tol 3 cnotm 1 cloeE 1 g FoecE e @ Wil og

Save the file. ; .

%‘ Australiéa’s Surf Culture

¥

+ Numerous world cléss surf beaches

= A strongly supporte:d sport

- - Surf beaches closeto major Australian
' cities 5

adk

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
manual that they observed the student or trainee perform this activity successfully.
Copyright
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INSERTING TEXT INTO A DRAWING OBJECT OR A PICTURE

There may be times when you need to insert text into an object or a picture. It could be as a caption or a description, or the
object/image is just a background for some narrative.

To directly type into the object you need to create a ‘Textbox' inside the object. The textbox expands in width and depth as you
enter text. It allows the text to go outside the perimeters of the object.

If you wanted to keep the text within the shape then you would try and keep the text down to a minimum, change the size of the
text or change the size of the object.

i

Australia’s Surf Culture

Ig Australia’s Surf Culture

+ Humersus ward clazs surf beaches : * Mumarous weorld class surf beaches
A stronghy supported sport « A strongly supported sport
Siurf beaches close-to major Asistralian + Surf beaches clase to major Australian

iki itics
cilics 1 citic \ "\/1——;

Eﬁa ﬁma
_ | =
: Y ’m\,.'-““t o : A .'“‘*-Jn

Example showing text over 1 Example showing text contained
running perimeters of object. within object by inserting a line
and increasing size of object.
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This example shows a empty textbox. Notice the
‘Handles’ used for resizing.
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This example shows textbox resized to accommodated text in a
longer line.
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Inserting text in a picture/image or beside a picture or image
requires you to create a textbox. This is text that is not part of
the text inserted into a text placeholder.

To do this you would again use the ‘Insert’ ribbon and click on
the ‘Textbox’ button.

You would go to the slide and press down on the left button.
You would notice that the cursor turns into a fine cross. This is
to signify that the cursor is ready to create a textbox. While still
holding down the left button of the mouse, drag the cursor to
the left. After you release the mouse button you will notice the
textbox frame with ‘Handles’.

It does not matter what the size of the textbox is. You simply
start typing in the text required and the textbox will increase in
depth to accommodate the text. The textbox can be resized
using the ‘Handles’, as you would with image handles and
object handles.

Like text in a text placeholder, text in a textbox can be changed
in size, font style, colour and attributes using the same
methods.

Unlike a text placeholder, a textbox is considered an image,
and therefore any text in textboxes will not appear in the Outline
pane.

Once the textbox is ready, it can be moved to any position on
the slide using the same methods used to move objects and
images/pictures.
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Learning

Activity

Task

LEARNING ACTIVITY SEVEN
In this activity you are to insert text in the object as we have shown in the example below.
Also, you are to create a textbox and place the textbox with the text, underneath the bottom right hand picture as we have shown

below. The font is to be Arial Black and italicised. The text is not to be any wider than the picture, so it may require you to resize
and re-position your picture.

: & Australia’s Surf Culture

¥

8 + Mumerous world class surf beaches
A strongly supported sport
~Btirf-heacheschose to-major Australian -~ ~ ¢

‘ cities \h\a ) \A’Z |
| S P
h ‘_—z{-“‘l‘vﬂ’ H“-. JN -

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide

T her/Trai . . .
evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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DRAWING OBJECTS 3-D EFFECTS
PowerPoint offers a selection of pre-set 3-D effects that can be applied to ‘Draw’ objects and ‘Shapes’.

To access these effects you select the shape and go to the ‘Drawing Tools Format’ ribbon and click on the ‘Shape Style’ button.
This will give you a selection of 3-D effects. The object in which you are wishing to apply the effect is required to be active.

Fo -
Format Shape Format Shape
Fill 3-D Format Fil 3-D Rotation
Line Color Bevel Line Color
Presets:
Line Style . D width: |0 pt ) Line Style -
Top: ]
Shadaw Height: |0pt = Shadaw Rotation
Width: Opt = (- ] -
I-I-S-D FormaHl Bottom: D '-_ p % 3D Format L& ] {j
3D Rotation Height: [0 pt 3D Rotation| | v, R

; Depth :
Picture Picture
2 L

Teut Box Color: Depth: 0pt {ﬁ Text Box - =
Contour
Text
Color: Size: 0pt 2
2 & [ Keep text fiat
Surface Object position
. . Y
Material: Lighting: Distance from ground: |0 pt {j
Angle: o= {ﬁ

_Close _Close
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Learning

Activity

Task

LEARNING ACTIVITY EIGHT

This is a practice activity. On Slide 2 activate the explosion object. Then go to the 3-D selection and apply each one to see the
effect it has on the object.

Once you have tried each one go back to the first one and apply this effect and save the file. You may have noticed that the lines
disappear when a 3-D effect is applied.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING CLIP ART

PowerPoint offers slide layouts, which have clipart insertion
frames.

Clipart is ideal for presentations that need some life, however
good photos are not available and drawing images would take
too long or the required skills are not available.

The slide layouts that offer clipart insertions have a link to the
Microsoft Clipart Gallery. This gallery was either loaded onto
your hard disk when Microsoft Office was loaded, can be
accessed on the Microsoft Office CD, or accessed through the
web.

To insert clipart into a pre-set slide frame you go to the ‘Insert’
ribbon and click on the clipart access button. This will open the
Microsoft Clipart Gallery.

You then either browse through the various topics, or you can
search for a particular clipart theme — in our case we have
typed ‘surfing’ into the search bar and then hit ‘Enter’.

A series of choices will appear. When you find a clip you wish
to use you click on it. The image clip art will insert itself into
your presentation.
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At this point the clipart would be found on your hard disk and inserted into the slide. If the clip was not on your hard disk, a
message box would appear asking you to insert a CD or connect to the internet. Locate and load the CD or connect to the
internet and click ‘Insert’ again.

Search bar

Clipart inserted —|

=1} =
Click ko add notes _| @ et trarg e

Shserosn  veeemass | v DM g 521

You will notice that the inserted clipart takes up the entire frame. You will also notice that it comes with ‘Handles’ so it too can be
resized and re-positioned. Clipart like other objects and images can be re-coloured, have borders added, etc.
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To re-format clipart you go to ‘Picture Tools Format’ and then click on ‘Picture Styles’. A ‘Format Picture’ box will appear. With
this box you can change the colour, turn the image into a greyscale image, watermark, etc.

—

Format Picture @
Fil Picture
- Line Colar Recolar:
Format Picture tneStie || brighiness: J 0% %]
Shadow
Contrast: J 0% (%

3-D Format

Picture \ 3-D Rotation
Picture

Text Box

There are numerous sources of clipart. Software suppliers generally offer CDs that contain hundreds of thousands of images at
very reasonable prices.

There are many websites providing free downloadable clipart. Use caution when downloading clipart from what appears to be a
dubious site. Clipart files can carry computer viruses, if not careful.
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Learning

Activity

Task

LEARNING ACTIVITY NINE

This activity requires you to insert a surfing related clipart image into the frame on Slide 3 using the method explained in the
previous pages.

If for whatever reason, you cannot access the Microsoft Clipart Gallery, then source another surfing image to place in the frame
on Slide 3.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING DATE AND PAGE NUMBERS

It is a good idea to insert slide numbers to each slide for most presentations . When you are going through your presentation, the
page number will keep you informed as to where you are in the presentation. It also comes in handy when making handouts.

In some cases it is also good to include the date on the presentation. This shows how current the presentation content is, if any
changes were made, and the date can be easily updated.

To place a slide number and the date on each slide you go to ‘Insert’, then click on ‘Header and Footer’.

Insert tool ribbon

File Home Insert Design Transitions Animations Slide Show Review View Developer

e - P2l QU EHE4EEa T Q&Y

Table Picture  Clip  Screenshot Photo Shapes SmartArt Chart | Hyperlink Action Text Header Wordart Date Slide  Object | Equation Symbol | Video Audig
~ Art ~ Album = ~ Box & Footer ~ & Time Mumber ~ ~ =

Links Text Symbols MMedia

Tables Images Hllustrations

Insert Header & Footer
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Tick ‘Date and Time’ [ Header and Footer 7 |
TICk Update AUtomatlcal |y \ i -NJF”I to All J~~

Choose date and time format 5 pdate automatically Apply .
Choose language \ 17/10/2015 = S Click Apply to All
English Australia ~ Language:
( g ) \ EI Western

English (Australia)

T|Ck ‘S“de Number1 ) Fixed Preview tl
\ 17/10/2015

i~ [ slide number
|:|Eooter

[ |pon't show on title slide

The next steps include:

Tick ‘Date and Time’ box — This sets up the function of inserting the date and the time (if you choose the time)

Tick ‘Update Automatically’ — This has the date and time automatically updated to the current date each time you open the
presentation. If you want to keep the date as the date the presentation was made, then you would not tick this box.

Choose date and time format — Use the drop down menu to choose the format of the date and time.

Choose language (English Australia) — Each language has a different way of presenting the day as well as the month.
Tick ‘Slide Number’ — This inserts the slide number according to the order it is within the presentation.

Click Apply to All — Tick this box and the date and the slide number is inserted on every slide.
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Learning

Activity

Task

LEARNING ACTIVITY TEN
This activity requires you to insert the date and slide number into the slide presentation ‘PP Exercise’.

Save the presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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OVERVIEW OF TABLES IN POWERPOINT

Tables are a collection of rows and columns in which when intersecting, create cells. These cells contain data which are either
text based or numerically based (or both) and when cross referenced with other cells, provide detailed information relating to the
tables subject manner.

Colum

Row

Cell

A Table Layout

A table is considered an ‘object’ by PowerPoint, therefore can be manipulated in numerous ways including:

Shape

Size

Colour

Positioning

Features — lines, backgrounds, fills, etc.

X X kR R

This means that a table can add much to a presentation if careful thought goes into its design. As with any other object,
overdoing the artistic value of a table can be distracting and the message could be lost.
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CREATING TABLES IN POWERPOINT

There are generally two ways of creating tables in PowerPoint. One is using the table functions built-in into PowerPoint and the
other is to create the table in another application, and import the table into PowerPoint.

If creating tables in PowerPoint, there are three methods to choose from . The first method is for small sized tables — maximum 5
columns and 4 rows.

To create a small table you click on the ‘Table’ button on the ‘Insert’ ribbon. A table layout box will appear.

To choose the size of your table, you simply highlight the number of rows and the number of columns you want in the table and
then click with your left mouse button and the table is inserted into the active slide.

ST
Home Insert Design
e o 3 s e oo A BE @
Table |ay0Ut box : . . Table | Picture Clip Screenshot Photd
\ - Art - Album
Tables Images

aEa

Inserted table I I S S N

Chick to add notes
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Each cell becomes its own textbox and text can now be placed in each cell to begin filling out the table.
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You may have noticed a couple of features of the new table.
First it comes with ‘Handles’. As with other objects such as
pictures and images, the table can be adjusted in size both
width and height.

N R AR R R A R s

The other feature you may have noticed is that the row width
and column widths are the same. Each individual column
can be adjusted in width by placing your cursor over the
upright column line until a double line and arrow appear.

-1~

Then hold down the left button of your mouse and move left
or right. A dotted line will appear showing where the new line
will be placed. Release the mouse button and your column
width will have changed.

Column width adjustment —__ |

Row height adjustment — |

Each individual row can be adjusted in height by placing your
cursor over the horizontal row line until a double line and

arrow appeatr.

-

Then hold down the left button of your mouse and move up
or down. A dotted line will appear showing where the new
line will be placed. Release the mouse button and your row
height will have changed.
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The second method of creating tables in PowerPoint is by using the ‘Insert Table’ screen. This method is generally for creating
larger tables.

To access the “Insert Table’ screen you click on the drop down under the ‘Table’ button on the ‘Insert’ ribbon.
This will bring up the ‘Insert Table’ menu. To insert a table you click on ‘Insert Table’.

A small ‘Insert Table’ box will appear. You type in the amount of rows and columns you require and then click ‘Insert’. Your table
will appear on the active slide.

Bl = | e T E B X |
Table button — | == o0 ) -
/" L Insert Table |||—@ %]
Table menu DO0000000¢ .
o o Mumber of columns: |5 =
MNumber of rows: 2 =
Insert Table button [ ok ][ cond |
) | | | |

Insert Table box //

Inserted table

Click to add notes
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- This table has the same manipulation features as the other table we inserted. The entire table can be sized using the ‘Handles’,
Teacher/Trainer . . .
and the row heights and column widths can be changed using the same methods.
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The third method and probably the easiest, is to choose the 'Title and Content’ slide layout, this includes a few options to insert
including a table. In the slide layout box there is a slide that has a title box and an area dedicated to a table.

Click to add title

* Click to add text
Insert Table @ &J

Mumber of columns: 5

/

v |[4]¥

Mumber of rows: 2

Insert Table tools /

Insert Table icon -

When you pick this slide you will notice a small icon where the table is to be placed. If you click this icon, the ‘Insert Table’ box
appears. You type in the amount of rows and columns you require and then click ‘Insert’. Your table will appear on the active
slide.
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LEARNING ACTIVITY ELEVEN
ety We are going to insert a table into our presentation which will include data.

Task Delete the SmartArt Graphics on the last slide of ‘PP Exercise’. To delete the graphics you click on the grey box of
the graphic and hit your keyboard delete key. You should now be left with a blank slide. Save your presentation..

Next go to the ‘Home’ ribbon and click on the ‘Layout’ tool and select the slide format called ‘Title and Content’.
We are going to insert a table with the following data.

Column headings — State, Surf Beaches, Surf Clubs
Rows headings — VIC, NSW,QLD,SA,WA

The title of table will be — Australia’s Surf Beaches and Clubs and the data to go into the tables is:

VIC Beaches
16 Clubs
9

NSW Beaches
23 Clubs
15

QLD Beaches
19 Clubs
7

SA Beaches
14 Clubs
5

iRy WA Beaches
e

2017 (5]
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Insert a table using the slides table tool described earlier.
Below is a graphic showing what the table should look like. Count the rows and columns you need.
Use ‘Arial Black’ font in the table and ‘Arial’ in the title.

You will likely need to adjust the column widths and heights using the method discussed in the previous pages.

Australia’s Surf Beaches and Clubs

6 State | surfBeaches SurfClubs |
viC 16 9
NSW 23 15
QLD 19 7
SA 14 5
| WA 12 6 ]

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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TABLE FILLS, BORDERS AND FONT ALIGNMENT
PowerPoint allows you to add colour to your tables which are usually applied as fills to the cells.
You can also adjust the size of the borderlines and even change the colour of the lines.

PowerPoint also has the feature of aligning the text in each cell by aligning right, left or centre, as well as placing the text in the
middle of the cell or at the top or bottom of the cell.

Borders—Borders are changed by using the ‘Table Tools Design’ tab in the Office ribbon.
The Table Tools Design’ tab has a function that borders the whole table, all the cells, individual cells or columns.

If you were to place a border around the complete table you need to highlight the total table area. This is done by placing your
cursor in a cell and using Ctrl+A keys on your keyboard.

Design Tab  Line style and line thickness

Home Insert Design Transitions Animations Slide Show Review View Developer
Header Row ] First Column P e e s e e p——— - 22 Shading - &, A - N 71 ‘:Eﬁ
[C] Total Row [ Last Column *| £ Borders - & - ipt - = l
= E——— Quick Draw Eraser
Banded Rows [[] Banded Calumns T | il Effects - Styles = W ﬁ Pen Color = Table
Table Style Options Table Styles ! WordArt Styles Draw Borders

Border style /
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The next example shows how to change column, row and cell borders.

Review  View

liche Show

Develeper | Design | Layout

Developer | Design | Luyout e Show  Meview  View
[ —————— ELELEE 5 & e ——— e A;A‘
EEEE Y BEEEEE T Y
i e Barder & Pen Cotor 7| Ho Border o Pen Calos
Table Styles B 6odes [ Tabie Styles B anBorders L
0 outside sorders [0 Outside Borders
F [eide Barders -
| TogBorde ) Tem Border
E pottom Border 1] pettem Barger
[ LertBonses [ L Border
1 Foart Boraer ] &gt Border
= Incide Honzontsl Barder = | —
« Jn . | "
Australia’s Surf Bei . suwomneee  1DS Australia’s Surf Bei . cupwioome  1DS
" Diagomal Up Eorder 7 Disgonal Up Border
State Surf Beaches Surf Clubs State Surf Beaches Surf Clubs
viC 16 9 Vic 16 9
NSW 23 15 NSW 23 15
oL 19 7 aLp 19 T
SA 14 5 SA 14 5
WA 12 6 WA 12 ]
: . . e |
ns Slide Show Review View Developer Design | Layout

Column bo

rder

Table Styles

e |- | & Shading -

Cell border

ye

kel

E i forter

No Border
All Borders

Top Border

Left Border

Outside Borders

Inside Borders

. Bottom Border

Australia’s Surf Bex:

Right Border
Inside Horizontal Border

Inside Vertical Border

bs

*. Diagonal Down Border
i7" Diagonal Up Border
State Surf Beaches Surf Clubs
vic 16 9
NSW 23 15
19 T

Row border
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Font Alignment—The general alignment functions — align right, align left and centre can be done using the alignment buttons on
the "Home’ ribbon. You simply highlight the text to be aligned and click on the appropriate alignment button.

- / Alignment tools
Home Insert Design Transitions Animations Slide Show Review View Developer
E # Cut Ij =] Layout ~ . A B iz e s |I} Text Direction B~ NOe O - =a s @4 Find
. 53 Copy _|Reset ’ - - J &—L—L,E:>@@ - L Shape Outline .o Replace -
Paste ew F U & 3 AV A= A == == —| Arrange Quic
- # Format Painte S|IC|E!' = Section ~ L e 57 Aa - - = = 1 - Styles Shape Effects g Select =
Clipboard P Slides Font Paragraph E Crrawing Editing
Top
. " .
Alignment tools i Middle
P Bottom
L]
.*_ .
=] More Options...

PowerPoint allows you to align the text up and down as well. This is done using the ‘Align Text’ button on the ‘Home’ ribbon..
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Fills—Fill colours and effects are applied the same way as they are in backgrounds, textboxes or objects. To apply fills, you must
highlight the cells or table area that you wish to fill.

Click the ‘Fill’ button on the ‘Home’ ribbon and the colour box will appear. You will notice it is identical to the other colour boxes
we have introduced for font and backgrounds.

Find your colour and/or effect, click on it and fill will be applied to the selected cells.

ns Slide Show Review View

Developer Design Layout
= +=, Ui} Text Direction -

[=] Align Text ~

Paragraph

E~NOoO- Mo
ALLD O o

G L Y e[z Amee

Drawing

34 Find

Zalshape Fill -

Theme Colors

Australia’s Surf Beaches and Clubs

Vic 16 9
NSW 23 15
QLD 19 7
SA 14 5
WA 12 6

Standard Colors

] | EEEN
Mo Fill

More Fill Colors...
Picture...
Gradient

Texture

kEEDre:

Table Background

Vg

3

»

3

Theme colours

/More fill colours

P B[]
Standard || Cushom
P (Coman ]

Standard —— 0
Custom e -

Colors
Standard || Custam | o ]
o

o
u I<

Red: A

RBG colour ——
codes

HNew

9l 8] @8

lue:

o
@
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Learning

Activity

Task

LEARNING ACTIVITY TWELVE

In this activity you will centre all the text in the table, if it has not already been done.

Then, you will align the top row of text to the bottom of the cells.

You will change the fill colour of the top row to a dark blue and change the font to a bright yellow.

Save the presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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Tables created in other applications such as Word or Excel can be inserted into a PowerPoint presentation.

Excel—In the case of an Excel table you would create the table including colours and layout exactly as you wish to see it on the
PowerPoint presentation. You would then highlight the area in which you wished to insert and click ‘Copy’.

Excel application

Highlight Excel cells

BT T —
Home Insert Page Layout Formulas Data Review View
& cut Arial -1 - AN = B S Wrap Text
52 Copy - [ ] - = =
o Format Painter |LB) £ U [ &5~ O A ZE 8 53 Merge & Center -
Clipboard Font Alignment
B6 - Fe | state
A | B c D E F G
State | Surf Beaches | Surf Cluhe |
Arial 18« A" AT % - % o
—-VIC 16 9 BliEH-A-u-ws
NSW 23 15 ,
& Cut
QLb 19 7 G ow
[ Paste Options:
SA 14 5 HE
WA 1 2 6 Paste Special...
Insert...
Delete...
Clear Coptents
Filter
Sort >

d Insert Comment

3_2? Eormat Cells...
Pick From Drop-down List...
Define Mame...

&, Hyperlink...

Copy
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You would then activate the slide (the slide on the screen) in which you wanted to insert the Excel table and ‘Paste’ it.

The table you have just imported is not a table in the truest sense. The insert is actually an object. To make any changes in this
type of object you must convert it back to a spreadsheet. This is done by double clicking on the table and you will see the frame
of a spreadsheet appear around the table.

However because it is an object, it comes with ‘Handles’ so it can be sized and re-positioned, as well as have borders added and
re-coloured.

4”””/”’—)" .
PowerPoint slide -
ok Paste
paste — | i St Bt St
Grid and Guides... 5 Clubs
= | Layout »
Reset Slide il 18 g
{2] Format Background... NSW 23 15
oLD 19 7
54 14 5
WA 12 8
Excel table

Copyright
2017

Teacher/Trainer
Manual



ICTICT106 - Operate presentation packages

Word Tables—Word tables are created much the same as in PowerPoint so if you were to create a new table it is far more
efficient to create it in PowerPoint.

However there may be an existing document in which there is a table that you may wish to use in a PowerPoint presentation.
To export the table you highlight the entire table using Ctrl+A keys in the Word document and then click ‘Copy’.

Then activate the slide in which the table is to be inserted, and ‘Paste’.

=
/ -
PowerPoint slide =
% Paste
paste — | Buler sesee st s
Grid and Guides... Beaches Clubs
= Layout 3
Beset Slide vie 18 g
@_)] Farmat Background... NEW ) 15
aLD 13 7
sA 14 5
WA 12 [

Word table

As with Excel, the Word table is not a true table. It comes as a collection of connected textboxes. The text in each box can be
changed, sized and coloured individually. The table itself comes with ‘handles’ so the entire table can be re-sized and re-
positioned. However, the Word table rows and columns cannot be re-sized individually.

So the only real reason you would import tables from Excel or Word, is if the table was part of an existing document and it made
sense to copy it over to PowerPoint.
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INSERTING CHARTS

There are two common ways of inserting charts into PowerPoint. The first method is to create the chart using the chart feature of
PowerPoint.

This method requires you to fill in a data table that will be the basis of the chart. It is actually a mini Excel spreadsheet.
The second method is to create the chart in Excel and export the entire chart to PowerPoint.

PowerPoint Method—The chart function can be accessed by way of a ‘Chart’ button on the Insert ribbon, or by using the layout
slide containing a shortcut to the chart function. Clicking on anyone of these options brings up the Chart selection window.

Charts using tool ribbon Charts selection

ome Insert Design Transitions imations Slide Show Insert Chart m
%% '@i %‘ ’.l_:j' Zﬁ ni \_.;_ % Column N
re (,:;:-E ScreevnshotAIT‘:;SIE:FIOv Shavpes SmartArt Chart Hyperlink Actio g E:‘:m” IL_H_II‘ ILH_ﬂ‘ IH‘ ‘m{_ﬁ‘ Ilgg‘ I%‘ IW‘ !
Images llustrations Links Click to add title - 1
« Click to add text S ,Jlﬂlﬁ‘ ,J-ﬂ»l_l‘ ,m‘ ‘l_mj]‘ ,Jﬂﬂ‘ ,h‘rﬂ— IlAﬂr‘
‘7 [ Area
fi (Scatter) A A f
oo 4] bl s8] A]
Charts using slide layout icon — & surface Line
@ Doughnut y ot A A
22 Bubble |\_‘ |\_‘ |\_‘ \I;‘ |l;‘,‘ |Il‘ |/L"7
i Radar Pie
O |® o O @] €5 -
ll l Manage Templates... ] [ Set as Default Chart ]
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When you choose the type of Chart wanted, what appears next is a sample of the Chart you chose and mini spreadsheet called a
‘Datasheet’. As mentioned before, this is where the data is inputted which becomes the basis of the chart.

o (=] chart in Microsoft Office PowerPaint - Microsoft Excel - O X )
AG i f | ¥
ﬁ Aa | B8 | ¢ | b E F G HIE ;
¢ Series 1 Series 2 Series 3 = =
Cald——
Chart datasheet °1 2 |category 1 a3 24 5
7| 3 |Category2 2.5 4.4 2
Sample chart 4 |Category 3 3.5 1.8 3
5 |Categorv 4 4.5 2.8 5
M 4+ M| Sheetl %1 I
Reaty | P | EE]] - v

6

5 =
4
3 | mseriesl
mSeries?
2 4 m Series 3

Category 1 Category 2 Category 3 Categoryd

A4 M
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The data already contained in this Datasheet is to guide you as to where to input data, such as chart headings and numerical
data. As you insert data into the datasheet you will notice that the sample chart changes using your data.

@ Chart in Microsoft Office PowerPoint - Microsoft Excel - | X i | @
a1 g -
New data inputted A B | D E F G H B .
1 Surf Beachi Surf Clubs = =
VIC 16 9
|3 NSW 23 15 '
|4 Qb 19 7
i 5 |SA 14 =}
Changes reflected in chart 44 b 3] Sheetl ¥ , ,
Ready | P | BR[O M = Y
"m0 0 0

20

15

1 mSurf Beaches |

‘10 m Surf Clubs

VIC NSW ab 3A WA

4k
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This activity has you creating a chart, using the data from the previous table. Insert a new slide (this is Slide 5) and
select the slide format called ‘Title and Content'.

LEARNING ACTIVITY THIRTEEN

Click on the chart icon (shortcut) on this slide.

Fill in the datasheet as shown in the example below.

AR e |I:" . Chart in Microsoft Po
g Home Insert Page Layout Formulas Data Rl
= X Calibri 11 - = o= I; =  General

j{é'BIH'A‘.{ =EH- 5%
Gl N [y B B
Clipboard Font Alignment Number

H16 hd F

A B C D H
1 Surf Beaches  Surf Clubs
2 VIC 16 9
3 NSW 23 15
4 QLD 19 7

N 5 [SA 14 5

6 WA 12 6
7
8
9
10

Insert the title ‘Surf Beaches and Clubs Chart’ in Arial. Save your presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this
task properly. If you are doing this at work then ask your employer or supervisor to watch you do this activity
successfully and then provide evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best
if the student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.
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CHANGING CHART STYLES

PowerPoint’s default chart is a 3-D vertical column chart. This can be changed to other styles if desired. A person must be careful
to choose a chart style that is appropriate with the data being presented.

For some data a ‘Pie’ chart might work better and in others a ‘Line Graph’ could work.

To view the various types of charts available you place your cursor in the middle of the chart and click. An inner frame will appear
and this is called the ‘Plot Area’. Next place your cursor on this inner box and right click with your mouse button. A box will appear
and you would then click on the line ‘Change Chart Type'.

Another box will appear that contains the wide selection of chart types. Simply by clicking on the selected style the chart changes.

Surf Beaches and Clubs Chart

Change Chart Type [i]

8]

[3 Templates Column

3 ieleeieto Match Style WH.‘-‘-—T w \_B_H \_H_ﬁ Wﬁ M E@
i Change Chart Type... | |ﬁ Line \ | | | | |

: & Pie —

=« ||

“r] Format Plot Area.. @ Area ol — — —

XY (Scatter)

L=
%—,
E
E
=

92 Bubble

Style categories fy Radar Pie

Al [ ] (o] [AR] [an] (ool vl
Style examples ’ManageTemplates... ] ’ Set as Default Chart ] [ oK ] ’ Cancel ]

Plot area frame Chart type line

Chart Type window
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LEARNING ACTIVITY FOURTEEN

This is a practice activity. With the current chart, change the styles to see the effect it has on the data presentation. After trying
out a few styles return back to the original style.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.

Copyright
2017

Teacher/Trainer
L ETUE



ICTICT106 - Operate presentation packages

CHANGE THE LOOK OF A CHART
PowerPoint charts have many elements that can be manipulated. They include:

Titles

AXis

Data labels
Floor

Walls
Gridlines
Chart area
Background

DR IR - i o

Some are easily explained; others take some time. We will explain the easier ones in this section.

Background—The background is basically a ‘Fill’ function. To add a background to the chart you again click on the chart to bring
up the ‘Plot Area. Next right hand click to bring up the next box and click on ‘Format Plot Area’.

The colour palette is somewhat limited for charts. To change the background you pick a colour then click on the colour box and
click ‘OK’, the background becomes that colour.

]
Format Plot Area E]E

e Fill

i Border Color -
P l ° t area ac t ve Border Styles 8 g_ulid il
Shadow O Gradient fil

() Picture or texture fil
_— Format Plot Area line

Surf Beaches and Clubs Chart

3-D Format

O Automatic

Transpa

s — 0
Delete

&4 | Reset to Match Style

_— Format Plot Area window

il Change Chart Type...
0 EditData..

SurfBeaches .
m Surf Clubs

Colour palette Standard olors

%f  Format Plot Area...

More Colors. .
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Using the same Format windows you can change how the border looks and also apply fill effects, the same effects introduced in
previous pages.

Format Plot Area > E
e =T
Border Colar O no Al
i Border Styl @ solid il
Border format options ;: order Styles |
sh O Gradient fil
adow
) Picture or texture fill
3D Format C‘ Automatic
Color: y -
Transpa Theme Colors '%

Standard Colors
] | ERNEEN

More Colars, ..

Close
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Learning LEARNING ACTIVITY FIFTEEN
Activity
In this activity you are to add a light blue background and use a gradient effect from bottom to top in our current

Task slide show.

Also you are to add a heavy dark blue line as a border.
Refer to the example below for reference.

Save your presentation.

Surf Beaches and Clubs Chart

mVIC
m NSW

H3A
WA

Surf Beaches Surf Clubs

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this
task properly. If you are doing this at work then ask your employer or supervisor to watch you do this activity

= : successfully and then provide evidence to your teacher or trainer that it was done correctly.
Manual
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.

Copyright
2017

Teacher/Trainer
L ETUE



ICTICT106 - Operate presentation packages

Changing the Colour of Elements—You can also change the colour of the chart elements such as the columns, pie section,
bars, etc.

To do this you again bring up the plot area box. Then you click on the element you wish to change the colour of. In the example
below we are changing the colour of the columns. The chart function has assigned a specific colour to each State as specified in
the right hand legend. So when we click on one column, two columns are highlighted (this is shown by small boxes appearing on
each corner of the columns).

Format Data Series E]
Format Data—" |
. = Series Options
Se r I es Fill Series Querlap
COlumnS Wlth Sma” Surf BeaCheS and CIUbS Chart Border Color Separated _J_ Overlapped
boxes in corners Border Syl 0%
\ Shadow
Gap Width
3D Format Mo Gap 737 Large Gap
150%
Plot Series On
mVIC
@ Primary Axis
m NSW FO rm at ) secondary Axis
. / options
Delete /
1 Reset to Match Style
Change Series Chart Type...
Edit Data...
Add Data Labels
Surf Beaches Surf Clubs Add Trendline...
% Format Data Series...

Now, you right click with your mouse to bring up the next window and you then click on ‘Format Data Series’. This will bring up a
window called ‘Format Data Series’ which is basically the same as the window used for formatting the plot area.

From this window you can change the colour of each column, as well as change the lines that border each column and apply fill
effects, if you so desire.
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To insert a chart from an Excel application, you first open the Excel file and locate the chart. A chart must be first created in
Excel. You highlight the ‘Chart Area’ (this is signified by small black boxes outlining the chart) and then ‘Copy’.

INSERTING A CHART FROM EXCEL

You then activate the slide in which the chart will be inserted and then ‘Paste’.

Highlight chart area

Copy\
Paste S o =

Paste Options:

Tl

Ruler woomp o

Excel chart on the slide

N

Grid and Guides...
= Layout

Reset Slide
%] Format Background..,

You have actually transferred a chart with all the features of a chart as if it were created in PowerPoint. In other words you can
make any changes to an Excel chart that you can with a PowerPoint chart.

As with tables, it is generally easier to create a chart in PowerPoint rather than creating one in Excel then having to import the
chart. The only reason you would use an Excel chart is if it were a chart that was part of an existing Excel document.
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Learning

Activity

Task

LEARNING ACTIVITY SIXTEEN
In this activity you are to change the colours of the columns in the chart in our current slide presentation.

# Victoria column will be changed to ‘Orange’

% NSW column will be change to ‘Bright Pink’

# Queensland column will be changed to ‘Lime Green’

#* South Australia column will be changed to ‘Bright Yellow’
# Western Australia column will be changed to ‘Burgundy’

Save your presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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DUPLICATE SLIDES WITHIN AND ACROSS A PRESENTATION
There will be many times when you want to duplicate a slide and make some minor changes to it as part of your presentation.

To do this you click on the slide you want to duplicate on the Slide and Outline pane and click with your right button. A new
dialog box appears and you click on ‘Duplicate Slide’ and PowerPoint inserts a duplicate slide below the original one.

Activity Example 2 - Microsoft PowerPoint'

Home Insert Design Transitions Animations Slide Show Review View Acrobat
== % Cut 2 = Layout ~ N m o= - = |Ifi Text Direction SNhNOoo
Ea Copy - B9 Reset Ed Align Text ALL=2 S G-
Paste New B 7 U 8§ abe AV. A, Y = =N == =
S # Format Painter | gjige -~ o Section ~ - - s Convert to Smartart KR RANE B+
Clipboard Fl Slides Font Paragraph Di Du p I | Cated S | | d e
Slides‘OutIine| X V421 211 1019 1 Bt T 16 1514 131211 1-
1 ~ X ——
Australia’s Surf Beaches and Clubs o Pl 9-0 =& ‘|‘,
- Home | Insert  Design  Transitions  Animations
0:0 —"j B cut < & Layout « L AR ] = I3 Te
- t! B B3 Copy £ Reset Bl
= Lpastﬂ New B I U A; .Y =E= ===
- - # Format Painter | glige ~ o Section ~ = @
=X Clipboard 7l slides Paragraph
= Slides | QOutline ‘ X 1121 111 10191 81 7+
n N -
z 25 — Australia’s Surf Beachesand Clubs :
2 - =
Australia’s Surf Beaches and Clubs S @
. o ; o : Aust
~
ST : iTon 20 1 : ustra
Original slide — - : .
s 2 COPY -
“ 1 [ Paste Options: v 75
! i @ @ (A 15 — | australizssurfBeahes andclubs f
ve o oms | om o e
. . E Mew Slide = ' T 20
Du p I I Ca‘te S | I d e 3 — Duplicate Slide 10 = Py o
Awustralia’s Surf Beaches and Cl| Delete Slide ;
o 5 Add Section ;
Check for Updates  * 5 |7 | australio’ssurfBeachesand clubs -
= Layout > : &
Reset Slide " . ;
Format Background... 1 i e ’
@ kground 0 .
-
(7] T e e T m om -
0
& Hide slide -
lf * Australia’s surf Beachesand Clubs ‘f
: B ; vic
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&
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Learning

Activity

Task

LEARNING ACTIVITY SEVENTEEN
In this activity you are to duplicate Slide 1 and Slide 3 in your ‘PP Exercise’ presentation.

Save your presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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REORDER SEQUENCE OF SLIDES AND DELETE SLIDES FOR PRESENTATION PURPOSES

There may also be times where you want to put a slide in a different location within your presentation. This is called ‘re-ordering’
or ‘re-sorting’ your slides.

There are two ways of doing this. First method is to use the Slide and Task pane. You click on the slide you want to move and
hold down your mouse button.

The cursor arrow will appear with a small dotted square attached to it. This is to tell you that the slide is ready to move.

You then drag the slide up or down to the spot where you want it to be positioned and let go of the mouse button.

DIFICE ,l', T W Activity Exa
Home Insert Design Transitions Animations Slide Show Review View Acrobat
= 4 Cut =l Layout - N I = s= | s~ lfi Text Direction
= _l e @ T A A = T;E| = I
53 Cop £ Reset [ Align Text
Paste New B I U 8 abe 2. Aq S == = T - |
= # Format Painter | glige - o Section ~ - ’ Bjld 9~ - —
Clipboard ] Slides Fant Home | Insert  Design  Transiions  Animations  Shde Show R
Slides ‘ Outline ‘ X T N | Layaus N
1 — &y netar
. a Paste Poew P I OU 8 i M.
Australia’s Surf Beaches and Clubs r slige = o Section =
Slides | Outline ES
I ! EE Australia's Surf Beaches and Clubs
Cursor arrow —> 7
—_a

=

Australia's Surf Beaches and Clubs =

/—New position

Australia's Surf Beaches and Clubs

-

Australia’s Surf Beaches and Clubs

[t 8 17 1§ 15 14 13- 1-2-1-1-1-0-1-1-1:2-1-3-4-4-1-5-1-6-1-71-8-1-9-|

Clicl to add natac
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The other method is to use the slide sorter. This is found on the ‘View’ ribbon. Again, you simply click on the slide you want to
move and hold down your mouse button.

The cursor arrow will appear with a small dotted square attached to it. This is to tell you that the slide is ready to move.

You then drag the slide to the spot where you want it to be positioned and let go of the mouse button.

Slide Sorter View ribbon

PllH9-u #- f% . Activity Example 2 - Microsoft PowerPoint — - .. = [ [E]
Insert Design Transitions Animations Slide Show Review View Acrobat @ 0

- D . Rule & color |, = Arrange Al % ==
— o E : =
Gridlines = Grayscale 3 Cascade 2
Mormal | Slide | Notes Reading Slide Handout Notes . Zoom  Fitto MNew L - Switch Macros
Sorter | Page  View | Master Master Master Guides window | e Blackand White | window =7 Move SpIt windows -
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros
Australia’s Surf Beaches and Clubs Australia’s Surf Beaches and Clubs Australia’s Surf Beaches and Clubs Australia’s Surf Beaches and Clubs
2l = Lorem ipsem solor sit smet, fani primis Bosestatic guo 8, cam
option reformicass in. Kégee momisets idoctem St =0, Nesem
= = wivenzem cu eru, as 83 Senet mEmgEEM Vix st eners
2ppeiieater, prosolest putzat comsiste =t Ke sed mais prampts, ex
by
= "
Frpe— ERpes
w0 - » AR
h; :
T
" wooww | owo | om wa we | oww o | s wa N t
1 2 3 4
Plid=- B ) TR g . Activity Exal le 2 - Microsoft PowerPoint B -
CU rS Or arrOW Home Insert Design Transitions Animations shide Show Review view Acrobat
a ﬂ J Bm = 515 ) 3] '_:_I- & color ], 3 amange all o =
i Girayscale - 3_| scade,
Mormal | Slide | Motes Reading  Slide Handout Motes Zoom it to Mew
r | Page  View | Master Master Master Vincdow | b Black and White | window
Present s | Master Views | Show | Zoom | Color/Grayscale | Wlacr
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Activity

Task

LEARNING ACTIVITY EIGHTEEN

This is a practice activity. In this Section we learned how to move slides around a presentation using two methods 1) using the
Slide and Outline pane and 2) using the Slider Sorter tool.

We want you to practice moving all your slides around using both methods. Once you have mastered moving slides around,
move them back to their original position and save the presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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You will likely find yourself with a slide or two that you do not want in your presentation. So you would need to delete these
slides.

DELETING SLIDES FROM A PRESENTATION

To do this the best method is by using the ‘Slide and Outline’ pane. Click on the slide you wish to delete and then right click with
the mouse button.

Click on ‘Delete Slide’ and the slide will disappear.

- - ~ n
PlH9-0 * ‘P - . Activity Example 2 - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View Acrobat
4 [] = Ruler © & color 1, =] Arrange All =
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Mormal| Slide MNotes Reading | Slide Handout Maotes [ cuid Zoom  Fitto e —— o
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LEARNING ACTIVITY NINETEEN

Earlier we asked you to duplicate Slide 1 and Slide 3 in your ‘PP Exercise’ presentation. In this activity we want you to delete
those duplicated slides.

Save your presentation.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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SAVE PRESENTATION IN ANOTHER FORMAT

There are two main formats that a PowerPoint
presentation file can be saved in.

The first is called a PowerPoint Show. This format
is often used when sending someone a PowerPoint
presentation by email, on a CD or DVD or a USB
flash memory stick. We learn more about this in the
next section.

The second popular format is the Portable
Document File or better known as a PDF.
PowerPoint has a PDF converter tool and this can
be found on the ‘Acrobat’ tool ribbon.

You click on the ‘Create PDF’ tool and a window
will appear asking you where you want to save the
PDF. You locate a folder and then click ‘Save’.

The PDF is created and saved to the folder of your
choice.
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LEARNING ACTIVITY TWENTY

Again this is a practice activity. With your PPT Exercise presentations still open, we want you to create a PDF. Save this to the
desktop of your PC. Have a look at what the PDF looks like.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise and helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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SAVE TO STORAGE DEVICE AND CLOSE PRESENTATION

ICTICT106 - Operate presentation packages

Earlier we learned that the PC hard drive is also known as a storage device, or better known as the PC’s internal storage device.

We will now show you how to save a PowerPoint Presentation to an external storage device, more specifically a USB storage

device.

Saving files and folders to external storage devices is done for several reasons. They include:

# Backups

#* Moving files from one computer to another

#* Providing others with files

In a Windows PC, a dialog window often appears when you connect an external storage device, whether it is a hard drive or a
USB stick. To save any file on the device you must first open the device.

Open device

-~ AutoPlay

_ TSB USB DRV (E3)
-

1] Always do this for pictures:

Pictures options
) s
-5 Viev/Dewnload lmlbges
[ usAg Cansa Zocmbroviser EX
General oplions
g fnpmpl‘?r? and wdeos

; Open folder to view files

¥ umng Windows Explorer
WY
.J'I y)
=
."‘;I_) Speed up my system
)

usng VWindows Readvboost

4 Use this drive for bad,

J usng Windows Backup

View moie AutoPlay options in Conlrol Panel
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If this dialog box does not appear, the ‘Computer’ folder on a Windows PC displays all the resources available on the PC, such

as various types of drives.

The ‘Computer’ folder is accessed on the Windows ‘Start’ menu.

When you open the ‘Computer’ folder, you will see a list of all the storage devices including those external to the PC that have
been connected. From here you can open the device.

Open device ——»

4 Hard Disk Drives (1)

EL" Local Disk (C)
-

NTFS
| 300 GB free of 931 GB

4 Devices with Removable Storage (6)
== DVD RW Drive (D)
Removable Disk (E:)
o DVD Drive (F2)
=

o) DVD Drive (G:)
=

TSB USB DRV (H)
-—

FAT32
| 372 GB free of 3.72 GB

Removable Disk (L)

4 Network Location (1)
USBSTORAGE (\EPSONSET72A5) (Y:)

4 Other (1)

RealPlayer Cloud
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To save the presentation file into a new folder simply go to the ‘File’ menu and select 'Save As’. This will open the save as dialog
box, from here you can select the external storage device you want to save the file to. Once you have selected the new location

click ‘Save’.
File

Insert

(=l save

| Save As
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Once you have saved the presentation to the external storage device you can then exit the application. To do this you click on
the small “X” at the top right corner of the PowerPoint window..

Exit application
-livity Example 21_ Microsoft PowerPoin
WView Acrobat

= _  lft Text Direction LN O0o O DI_—l & Shape Fill & Find
= | =
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-
|
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I
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& Shape Outline 2. Replace ~

) Arrange Quick

&2 Convert to Smartart A I A . < Styles - = Shape Effects [ select -
Paragraph | Drawing | Editing |
110009 080170615041 3002001000120 030040050006
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Activity
Task

LEARNING ACTIVITY TWENTY ONE

In this activity we want you to practice using a USB flash drive. Insert a USB memory stick or flash drive into your PC. Then
we want you to save your PPT Exercise presentation file to the flash drive.

You can now close this PowerPoint file.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task
properly. If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and
then provide evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.
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Section Four

Add Slide Show Effects
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TOPIC SUB-DIRECTORY

Over the next several pages there will be topics that address specific features, functions and tools available and used in
PowerPoint.

To enable the student or trainee to locate these specific topics we have introduced this sub-directory.

Animations Page 170 (Student/Trainee Manual Page 163)
Applying Animations to Text Page 171 (Student/Trainee Manual Page 144)
Animating Images Page 176 (Student/Trainee Manual Page 168)
Editing and /or Removing Animations Page 179 (Student/Trainee Manual Page 170)
Animating Charts Page 180 (Student/Trainee Manual Page 171)
Transition from Slide to Slide Page 182 (Student/Trainee Manual Page 173)
Adding Sound Bites Page 183 (Student/Trainee Manual Page 174)
Creating Hyperlinks Page 186 (Student/Trainee Manual Page 177)
Slide Views and Control Functions Page 188 (Student/Trainee Manual Page 179)
Previewing the Slide Show Presentation Page 190 (Student/Trainee Manual Page 181)
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OPERATE PRESENTATION PACKAGES

SECTION FOUR—ADD SLIDE SHOW EFFECTS

INTRODUCTION

Next we look at the tools that make a PowerPoint presentation “sing’. These are the ‘Animation’ tools and if used effectively can
make a PowerPoint presentation attract and hold the attention of the audience.

Then we will review how to test a presentation and how to show the presentation.

SECTION LEARNING OBJECTIVES
At the completion of this section you will learn information relating to:

Incorporating pre-set animation and multimedia effects into presentation as required to enhance the presentation
Adding slide transition effects to presentation to ensure smooth progression through the presentation

Testing presentation for overall effect

#
H
#
# Using onscreen navigation tools to start and stop slide show or move between different slides as required
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INCORPORATE PRE-SET ANIMATION AND MULTIMEDIA EFFECTS INTO PRESENTATION AS REQUIRED TO

ENHANCE THE PRESENTATION
AND
ADD SLIDE TRANSITION EFFECTS TO PRESENTATION TO ENSURE SMOOTH PROGRESSION THROUGH THE

PRESENTATION

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

The definition of animation is:
To liven up, to give life to.

PowerPoint has a selection of pre-set and custom animations to use within your slide show.

Animation can certainly add life to your presentation however like most things, too much of a good thing can be
bad. You do not want your presentation to be a collection of cute and clever animations. The audience will be
distracted and the message of the presentation can go completely unnoticed.

You will find that most professionally created slide shows use only one or two effects through the presentation.
Animations are to be used to focus the audience’s attention on what is being said.

There are two basic types of animations:

1) Objects and text on a slide
2) Slide to Slide

To animate objects or text on a slide is to ‘build’. This means you use animation to place objects and text on a
slide one at a time using pre-selected timing. You may have seen a presentation where the presenter inserts a
line of text one at a time as he/she is speaking. This is called ‘building’ a slide. We will practice this concept
shortly.

Animation from slide to slide is called slide ‘transition’. The normal way of switching from slide to slide, is when
one disappears and the other appears almost instantly. However there are numerous ways of switching slides
by using ‘transition’ effects. The most common one is ‘fade to black’.

This transition has the slide fade out and the next slide fade in.
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APPLYING ANIMATION TO TEXT
Animations can be applied to a single slide, multiple slides and/or all the slides in a presentation.
Animation can be applied to text only, objects only or a combination of both.

To apply animation to text on a specific slide you first highlight the text on the slide you wish to animate.

—
< B I'I‘.- 3 ."I R S I"'Ii‘f the L0z I.'l A el

Text highlighted

"'l.l
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PowerPoint has eight standard text animations to choose from. They are located on the Animations ribbon.

Animations tool ribbon / Animations types AEffect options

|l 9 -3 & Presentationl —WPowerPomt | Drawing Toc ‘ -
Horme Insert Design Transitions Animations Slide Show Review View Acrobat Format
" /Q :‘,% =30 ghimation Pane b Start: On Click - Reorder Animation

P }3 7 -4*/ | o1 hi¢ ~ yr ,'nr R S Fftrigger - @& Duration:  00.50 b=

Breview None Appear Fade Fly In Float In split Wipe Shape Wheel Random Bars ~ Grow & Turn Zoom = Effect _Add
= Options *| Animation ~

-

Animation Painter | @ Delay: 00.00 =

Preview Animation Direction d Animation Timing

‘/R From Bottom
None — This takes all the animation out of the slide B
Appear — Text appears in the order selected B Fromet
Fade — Slowly Fades the text into view @ ronmion
Fly In — The text scrolls up from the bottom of the row
Float In — The text scrolls up from the bottom of the row while slowly fading in $ rome
Split — The text appears from the edges inwards to form the sentence or word Sequence

Wipe — The text appears from the bottom on each row of text i= | AsOpe Object
Shape — The text appears as a preselected shape =

All at Onece

By Paragraph

To change the specific style of the animation, for example the direction in which the text appears, select the “Effect Options”
dropdown menu after selecting the animation.

PowerPoint also has custom text animation effects. These can be accessed by way of the ‘Animation Pane’ on the Animations
ribbon.
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PowerPoint has also custom text animation effects. These can be accessed by way of the ‘Animation Pane’ on the Animations

Plid 9-0 % E = Presentationl - Microsoft PowerPoint - - ¢| Mu| - — L‘_‘%
Home Insert Design Transitions Animations Slide Show Review View Acrobat Format @ e
[ cha ? di ‘30 Animation Pane ~ Animation Pane ¥ X | Animation
B > - > k = ¢

% * r kK X | K 5k * e | 5 oo
Brexiew None Appear Fade Fly In Float In Split Wipe Shape Wheel Random Bars  Grow & Turn Zoom | Effect Add * A c .

. Options *|| Animation ~ % Animatig G e "

15§ Title 1: Austral... []

Preview Animation Direction Tation W [ 23 contentPlace... [] [=]

Play7
Items animated
Order of items to appear

Change order

| . Secondsw|<[0] ' 2 ¢

[#) Re-Order [&

In this function you can choose the order in which they appear. To change the order you use the arrows to move an item that is
highlighted into the position you wish it to appear.

Next you would choose to activate each animation sequence with the click of the mouse or automate the animation and choose
the timing in which each animated text would appear.

The order and the style of animation can be previewed by pressing ‘play’.
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Learning

Activity

Task

LEARNING ACTIVITY ONE

In this activity we are going to have you practice the animation effects and steps we have just reviewed.
Use the first page of the slide presentation ‘PP Exercise’.

Click on the ‘Animation’ tool ribbon tab.

Select the box referring to ‘Australia’s Surf Culture’. This should highlight the title. Pick an animation style and click on it. See
what it looks like by clicking on the ‘Preview’ button on the far left corner of the ribbon.

Try as many combinations of effects as you want, then pick one that is your favourite.
Then tick the box relating to the rest of the text. This will have you animating the other line.
Again try as many combinations of effects as you want and then tell us which is your favourite, and why.

My Favourite

Remember you can animate each line differently. To do this you highlight the line and select the animation you want.
. We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. And helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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ANIMATING IMAGES
Animating images are essentially the same as animating text.
To animate images you simply go to the slide that has the images that you want to animate.

Click on the animation you want in the “Animations” ribbon and then click on the ‘Animations’ ribbon tabs. You then pick your
animations.

Each time you add an effect, the results can be viewed by clicking ‘Preview’, or go to the Animation Pane and click on ‘Play’.

Animations tool ribbon

Preview button —— _— Animations Pane

Play

Surf Beaches and Clubs Chart

Click on image —
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Learning

Activity

Task

LEARNING ACTIVITY TWO
In this activity we are going to have you practice the animation effects and steps we have just reviewed.
Use a slide that has an image in your presentation ‘PP Exercise’ and click on the image.

Click on the ‘Animation’ tool ribbon tab.

Pick an animation style and click on it. See what it looks like by clicking on the ‘Preview’ button on the far left corner of the ribbon.
Try using the ‘Play’ button as well on the ‘Animation Pane’.

Try as many combinations of effects as you want, then pick one that is your favourite and tell us why.

My Favourite

Remember you can animate each line differently. To do this you highlight the line and select the animation you want.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.
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TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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EDITING AND/OR REMOVING ANIMATION

There may be times when you wish to change the animation effect or even remove it altogether. It is a simple process to edit or
remove animation functions.

Activate the slide in which the effect is to be changed or removed. Click on the object which will be having its animation changed.

In the ‘Animations’ ribbon select the animation effect you want. It will change the animation automatically. You can see what it
looks like by clicking on the ‘Preview’ button on the far left corner of the ribbon, or try using the ‘Play’ button as well on the
‘Animation Pane’.

To remove an animation you click on the image and on ‘Animations’ ribbon select the items and click ‘None’ to remove all
animation effects or in the Animation Pane pick the line with the animation you want to remove and then click ‘Delete’ on your
keyboard.

Click ‘None’® —

= Highlight animation line
T "and click 'Delete

Surf Beaches and Clubs Chart

Highlight the image '-' T —
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ANIMATING CHARTS

Charts created in PowerPoint can be effectively
animated. Charts are very effective if presented in
a ‘build’ view. This means that sections of the chart
are added piece by piece until the whole chart has
appeared on the slide.

To animate a chart you activate the slide that has
the chart. Then click on the ‘Animation’ ribbon and
select the effect you want.

Select the chart in the ‘Animation Pane’ right click
and select “Effect Options”. This will take you to the
‘Charts Animation’ area of the ‘Effect Options’ box.

To add a Wipe effect, when PowerPoint displays
the chart, click Wipe from the Animations ribbon. (If
you don’t see the Wipe animation, choose More
Effects.)

By default, PowerPoint will add the animation to the
chart as a whole. To animate elements, right-click
the appropriate animation item in the Animation
Pane and choose Effect Options.

Choose the appropriate sequence to animate the
chart as a single object, by series, by category, or
by the elements in the series or category.
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Learning

Activity

Task

LEARNING ACTIVITY THREE

In this activity we are going to have you practice the animation effects and steps we have just reviewed.

Use the fifth page of the slide presentation ‘PP Exercise’. Select the chart in the slide.

First select any animation effect you want relating to the chart elements.

Then select a sequence effect. Then preview the effects.

Try different combinations.

Remember you can animate each line differently. To do this you highlight the line and select the animation you want.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps reinforce the knowledge that the student has gained in this section. It is best if the student or
trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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TRANSITION FROM SLIDE TO SLIDE

PowerPoint has an animation function that controls how each slide appears. This function also controls the transition from one
slide to another so they call this animation effect — ‘Transitions’.

You will notice that some of the transition names are the same as the text and image animation effects names, however they look
quite different when applied as a slide transition.

It is often suggested that although there are numerous transition effects to choose from, you select just one and use it throughout
the entire presentation.

To apply slide transition effects, you go to the ‘Transitions’ ribbon on the File tab and click on ‘Transition To This Slide’ section.
To view more you can use the scroll buttons or select the drop down box to see them all.

Transitions tool ribbon

Home Insert Design Transitions Animations Slide Show Review View Developer
F al I EEL Sound: | [Mo Sound] = Advance Slide
LN = B 4 ® & W M ¢ i : -
| g | e < — ® Duration: 0200 3 On Mouse Click
ke None Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover 7l o :_. ‘ gn;l-]ApplyTo Al D After 00:00.00 *
Preview Transition to This Slide Timing

Transitions dropdown menu /
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ADDING SOUND BITES

You would have noticed on the ‘Transition’ ribbon a ‘Sound’ option. These are used to emphasise a certain point or message
within a slide.

This option allows sounds to be set for the opening of each individual slide.

Transitions tool ribbon Sound button dropdown menu

Insert Design Transitions Animations Slide Show Review View Developer

éELSound: [Mo Sound] = Advance Slide
: m B a4 ® 5 W e
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Sounds can also be added to individual effects, for instance a ‘whooshing’ sound could accompany a picture being animated to
draw extra attention to it. To add a sound to an individual effect, right click on the object from the animation pane. Select Effect
Options then select the sound you want from the Enhancements section.

4 | Animation Pane - X \
Animation Pane
- - . 13 Title 1 SurfBe...[>
Select item and right click > e T O
{48 StartOn Click
Start With Previous
O Start After Previous
| 4] 1 Effect Options... ‘_\
Liming.- Effect options
Hide Advanced Timeline
Remove
Wipe M
Effect |Timing |Te)¢ Animation
Settings
Direction: From Bottom IZ|
Enhancements N |
E Sound: Whoosh El@‘
T After animation: | Don't Dim |Z| I\Sound OpthI’]S
| Animate text: All at once
= Seconds ¥ 4 z I
E] Re-Ordg
BT e6% (-0

PowerPoint has a wide range of sound bites that can be used. Of course, the computer presenting the slide show would require
speakers or a connection to a sound system in order for the sounds to be audible.
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LEARNING ACTIVITY FOUR

In this activity we are going to have you practice the slide transition effects and steps we have just reviewed.
Use the fifth page of the slide presentation ‘PP Exercise’.

Click on the ‘Animations’ ribbon and then ‘Transition to This Slide’.

Select the transition effect you like and test it with ‘Preview’. Select the speed. This is done using the 'Duration’ button just below
the 'Sound’ tools. If your computer has sound, select a sound and then click on ‘Apply to All".

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps reinforce the knowledge that the student has gained in this section. It is best if the student or
trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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CREATING HYPERLINKS

A presenter can insert hyperlinks to websites in his/her presentation. They are easy to install and can be effective if the website is
related to the presentation’s topics.

Hyperlinks can be a word, a phrase, a sentence, an object, or even a picture. Tables as a whole cannot be a hyperlink, however
a word or a phase within a table can be a hyperlink.

To create a hyperlink with a word, you first highlight the word. Then right click on the highlighted word. A box will appear and you
will click on the ‘Hyperlink’ line at the bottom of this box.

I L---“r-.&---:---:|----|----s-- R O I T
) ; A . 2 f ; .

Highlighted word —_|"| .
s | : “"'----&_ Australia’s Surf Culture

r

E « Numerous world class surf wm
. B3 gy

strongly supported sport 8 e

Click Hyperlinkg\\

A B 'f'l"

"""""""""""""""""""""""""" « SurfBeaghes close to major Austia,
g CitiES = ;';:;:Hmlm

ot Bautvhape Dofalty
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LEARNING ACTIVITY FIVE

This activity requires you to insert a hyperlink to link to a website. Using the previous example, create a hyperlink with the same
word on Slide 2 (beaches on the first line) and have this hyperlink to a website relating to beaches. The website is your choice.

Later we will show you how to test your hyperlink.

We suggest that this activity performed in front of your teacher or trainer so that they can observe you doing this task properly. If
you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps reinforce the knowledge that the student has gained in this section. It is best if the student or
trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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SLIDE VIEW AND CONTROL FUNCTIONS
Additional slide function buttons are located at the bottom-right of the screen. These include:

Normal View - Displays the selected slide in the PowerPoint editor.
Slide Sorter - Displays all slides and provides the opportunity to sort, re-arrange, copy, or delete slides.

The slider sorter is often used to further customise or streamline a presentation as it is being created and after it is completed and
it is going through various reviews.

b Start On Click ~ | Reorder Animation
@ Duration: 0050 .|| 4 Wove Earlier
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TEST PRESENTATION FOR OVERALL EFFECT
AND
USE ONSCREEN NAVIGATION TOOLS TO START AND STOP SLIDE SHOW OR MOVE BETWEEN DIFFERENT SLIDES AS

REQUIRED
(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

During the course of this module we have taught you how to insert and manipulate text, insert and manipulate images and
objects, how to create tables and charts and finally how to use animation and slide transition effects.

We have applied those to our simple and basic slide show called ‘PPT Exercise’. Now its time to see how they work by doing an
actual slide show.

To preview the slide presentation you go to the 'Slide Show’ ribbon and click on ‘From Beginning’ to view all slides or “From
Current Slide” to view from the slide you are working on. Each slide will be displayed ‘full screen’. You would change each slide
(and effects) with a click of your mouse or ‘Page Down’ button.

At anytime you can stop the presentation by pressing the ‘Escape’ key.

This is the ideal time to review the presentation with the content provider as well as the presenter, if this is a collaborative project.

These are the same navigation tools you will use when actually presenting the slide show in front of an audience.

Slide Show Options Slide Show tool ribbon

File . ome Insert Design Transitions Animations Slide Show Review View Developer
'[S)- [ j';r o-'—%,j = = ﬂ R’E) Play Marrations R

L _9 EL : 1)

— — — - w Use Timings B s

From From Broadcast Custom Set Up Hide Rehearse Record Slide .
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show~ Show Media Contrals | [[] U

Start Slide Show Set Up
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Learning

Activity

Task

LEARNING ACTIVITY SIX

View the slide show ‘PPT Exercise’ on a full screen. If you see any mistakes or want to change something, then go back into the
slide and make the changes.

Check the sound again and click on the hyperlinks. Remember your computer needs to be connected to the internet to ensure
those hyperlinks work.

Once everything seems to be working then present the slide show to your teacher or trainer for review and discussion
TEACHER / TRAINER GUIDANCE NOTES

Although there has been numerous practice activities, each has contributed a small piece to a fully completed PowerPoint
presentation (albeit for the purposes of using the basic tool, features and functions of PowerPoint) .

Their sample PowerPoint submission should be checked to see that all the elements are functioning properly.

You as the teacher or trainer may want to observe the student or trainee create another PowerPoint with your own storyboard.
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OPERATE PRESENTATION PACKAGES

SECTION FIVE—PRINT PRESENTATION AND NOTES

INTRODUCTION

This is the final section and this is where we review the need to check the presentation for spelling errors and have the complete
presentation reviewed usually by someone else for readability and consistency. Then we look at printing out support materials
such as handouts and note pages.

SECTION LEARNING OBJECTIVES

At the completion of this section you will learn information relating to:

* Selecting appropriate print format for presentation

#% Selecting preferred slide orientation

* Adding notes and slide numbers

* Previewing slides and running spell check before presentation

* Printing selected slides and submiting presentation to appropriate person for feedback
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SELECT APPROPRIATE PRINT FORMAT FOR PRESENTATION
AND

SELECT PREFERRED SLIDE ORIENTATION

AND

ADD NOTES AND SLIDE NUMBERS

AND

PREVIEW SLIDES AND RUN SPELL CHECK BEFORE PRESENTATION
AND

PRINT SELECTED SLIDES AND SUBMIT PRESENTATION TO APPROPRIATE PERSON FOR
FEEDBACK

(Over the next few pages we cover five ‘Performance Criteria’ points at the same time to avoid repetition)

There are two more Basic tools we should introduce to you before moving on.
They are the ‘Slide Numbering’ tool and the ‘Spell Checker'.

A PowerPoint presentation is like any other business document. It needs to be proofread and checked
for spelling errors.

Aside from using the spell checker, proofreading is best done by someone else who has had little or no
involvement in the design and development of the presentation

The easiest way to proofread a PowerPoint presentation is to sit with someone and let them make the
proofreading observations and you make notes as to what changes need to be made. After the first
proofread go back and make the changes and then proofread the presentation again. Do this until there
are no other changes.

While proofreading, watch for consistency in formatting, colours, fonts and animations. Small and
simple inconsistencies are very noticeable and a distraction to the audience.

As part of the final check of the presentation, those who have provided the content as well as the
presenter should also have a run through and have input into any changes they may feel may be
required.
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SPELL CHECKER

The spell checking tool is located on the ‘Review’ tool ribbon. When you click on the tool it locates any misspelled words and

ICTICT106 - Operate presentation packages

makes suggestions as to the proper spelling. You then have the option to change.

If the presentation has names or terms that are not common English it will pick these up as well, even though they may not be

misspelled. It will be your own judgement in these cases if the word is correctly spelled.

Review tool ribbon

Spelling tool/
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LEARNING ACTIVITY ONE

Using your ‘PPT Exercise’ presentation, take a word in your presentation and purposely misspell it. Then use the spell checking
tool and let it find the misspelled word and offer suggestions. Then use the tool to make the change.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps reinforce the knowledge that the student has gained in this section. It is best if the student or
trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSERTING SLIDE NUMBERS

Before printing the presentation materials you may want to insert slide numbers. The slide numbers can be inserted at any stage
of developing your presentation, but should be inserted before printing if you want the slide numbers to appear on the printed
materials.

The ‘Slide Numbering’ tool is located on the ‘Insert’ tool ribbon. When you click on the Numbering tool a new window appears and
you click the ‘Slide Number’ box and then ‘Apply to All'. Pages numbers will appear on the bottom right corner.

/ Insert tool ribbon - Slide Number tool
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LEARNING ACTIVITY TWO
Using your ‘PPT Exercise’ presentation, we want you to now insert page numbers.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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PRINT PRESENTATION MATERIALS
Many PowerPoint presentations are supported with other materials and these can include:

Presenter’s notes or script

Master slide handouts for audience note taking
Financial documents referred to in the presentation
Brochures of products referred to in the presentation
Information about the business

Advertising materials

¥ X X X XX

Some of these need to be also designed and printed out and others are part of the business’s
material collateral.

Relating directly to PowerPoint, there are two main documents that can be printed off the
presentation. These are:

* Presentation notes
* Presentation slide handouts
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Presentation notes can be created by going to the ‘View’ tool ribbon and then clicking on ‘Notes Page’. A page will appear that
displays the slide and below it a textbox where the presenter can put their notes. This page can also be used as a handout and
the notes below can be used to provide the audience with additional information about the topic being talked about on the slide.

PRESENTATION NOTES

Each slide has it's own ‘Notes Page’.
View tool ribbon
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Vocational Education and Training Materials
BSB - Business Services
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Create Electronic
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\:Clicktoaddtext
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To print out the ‘Notes Pages’ you click on ‘File’ and then ‘Print’. Go to the ‘Settings’ dropdown menu arrow and the select ‘Note

Pages’. Then click on print.

Print button
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To print out the slides only as a handout you click on ‘File’ and then ‘Print’. Go to ‘Settings’ dropdown menu arrow and the select

‘Handouts’. Here you have a choice of how many slides there will be on each page. We have shown just one slide per page.

Then click on print.
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LEARNING ACTIVITY THREE

Using your ‘PPT Exercise’ presentation we want you to create a ‘Notes Page’ for each slide (develop a short description for each
slide in the notes area) and then printout the notes pages.

Then for all slides, create handouts that have two slides on each page.

Once completed present your handouts to your teacher or trainer for review and discussion.

We suggest that this activity is performed in front of your teacher or trainer so that they can observe you doing this task properly.
If you are doing this at work then ask your employer or supervisor to watch you do this activity successfully and then provide
evidence to your teacher or trainer that it was done correctly.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps reinforce the knowledge that the student has gained in this section. It is best if the student or
trainee was able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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SELF ASSESSMENT

Self assessment is where you ask yourself certain questions to ensure you have understood what you have learned while
reading this manual and completing the learning activities.

This unit requires you the student or trainee at the completion of your training to have a certain level of ‘Required Knowledge’ in
which you would be need to have acquired and in which you will be assessed on.

This self assessment section reviews this required knowledge by way of questions and if you are able to say YES to all of them
you can be confident your assessment will be satisfactory.

* Do you remember what the three concepts are that should be carefully considered when creating an effective Power Point
presentation?
Can you recall the steps to take in order to open a blank presentation as well as adding text and graphics to the
presentation slide?
Are you able to explain how to access and select a fully designed slide template?
Do you know what the nine tool ribbons are that are included in the Office Ribbon within PowerPoint?
Can you describe how to save a presentation to a storage device and folder?
Are you able to understand how to use the tool ribbons in order to adjust the size of the following:
A) Task and Outline Pane?
B) Slide Window or Pane?
Do you remember the functions that are included in the following Tool Ribbons:
A) Home Ribbon?
B) Insert Ribbon?
C) Design Ribbon?
D) Transitions Ribbon?
E) Animations Ribbon?
F) Slide Show Ribbon?
G) Review Ribbon?
H) View Ribbon?
) Developer Ribbon?

ok X X %

%
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%  Can you recall the ways a font can be manipulated in the following ways:
A) Font Type?
B) Font Size?
C) Font Colour?
D) Font Attributes?
E) Positioning of Text?
%  Are you able to explain how to use the following tools in order to view a number of slides at the same time:
A) Slide Sorter Tool?
B) Zoom Sorter Tool?
% Do you know how to insert organisational charts into a Power Point slide as well as make modification to the chart?
%  Can you describe how to do the following to a Power Point presentation:
A) Add and Manipulate Objects?
B) Import and Modify Objects?
C) Modify a Slide Layout?
D) Use Formatting Tools?
Are you able to understand how to duplicate slides within and across a PowerPoint presentation?
Do you remember the steps to follow in order to reorder the sequence of slides as well as delete slides in a PowerPoint
presentation?
Are you able to explain how a PowerPoint presentation is saved to a storage device?
Do you know how to incorporate pre-set animation and multimedia effects into a PowerPoint presentation?
Can you describe how a PowerPoint presentation can be reviewed before actual presentation?
Are you able to understand the areas that need to be considered when reviewing and proofreading a PowerPoint
presentation?

X %

ok XX

If there were any questions that you were unable to confidently say YES to, we encourage you to review the information again in
this manual and if needed seek the assistance of your teacher or trainer.
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NOTES
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