Microsoft Office PowerPoint 2007
BBG 114
Session 3: Tips and Tricks!
Importing & Exporting
Import from Other Programs

· Outlines from Word

· In Word:

· Use Outline View: 

· Promote/Demote to Heading 1, Heading 2, Heading 3, etc.

· Save and close document

· In PowerPoint:

· Click Home > 
New Slide (arrow) > 
Slides from Outline…
· Charts from Excel

· In Excel: Copy

· In PowerPoint:
· Click Paste or Paste Special
· Queries from Access

Exporting as an Outline

· Click Button > Save as > 
Other Formats
Save as type: Outline (.rtf)
· Choose filename and Save
· Open file in Word

· Right-click any line in outline

· Choose Styles > Select text w/ similar formatting
· Adjust formatting as desired
Exporting Images

PwrPnt is a good graphics program

· Click Button > Save as > 
Other Formats
Save as type: PNG (*.png)
· Choose filename and click Save
· Later, insert into any document
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Advanced Formatting

Insert Shapes
· Arrows

· Boxes

· Circles

· AutoShapes

· Callouts

All of the above can contain text

Modifying Shapes

· Two Methods:

· Click shape & use Drawing Tools Format ribbon
· Buttons for Shape Fill, Shape Outline, and Text effects
· Right-click shape & choose 
Format Shape
· Select desired category on left

· Modify properties on right

Changing Backgrounds

· Adjusting Backgrounds

· Click Design > 
Background Styles >
Format Background
· Change color palette of design
· Click Design > Colors
· Choose a color scheme
Annotate Slides
The Telestrator or John Madden effect

· During show, move mouse

· Click pen icon in lower left

· Choose pen type

· Draw on slide

Movement

Transitions

· Transitions – How the slide will appear after previous slide
· Select slides

· Click Animations
· Choose desired Transition effect

· Adjust speed if desired

· Note: Be conservative

Built-in (Simple) Animation

· Controls all text items will appear

· At each click, new item appears

· Click Animations > Animate
· Choose desired type 

· Note: Use sparingly
Custom Animation

· Lets you control each text or image

· Items can appear, move, exit

· Cued by mouse click or time delay

· Click Animations > Custom Animation
· Choose item

· Click Add Effect
Animated GIFs

Graphic images that can move

· Called Animated GIF files

· Best source:

http://office.microsoft.com/clipart 

Video Clips
Great for demos and testimonials

· Click Insert > Movie > Movie from File
· Keep short – Causes huge files

· Hard to get good videos 
· Beware of incompatible formats
Handouts

Printing

Always hand out Handouts

· Very easy: Click Button > Print > Print
· Set Print What: as Handouts
· Specify slides per page
Headers and Footers

· Slides have only footers

· Handouts can have both

· To edit text of headers & footers

· Click Insert > Headers and Footers
· To adjust format of headers & footers

· Click View > Handout Master


















Instructor: Rich Malloy, RichMalloy@gmail.com, 203-862-9411
Page 1 of 1

