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Course Topics

 History of computing.

* Introduction to information technology.
 System and application software

* MS Word.

* MS Excel.

* MS PowerPoint.

« Common web services and tools.
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Purpose of Presentations

 Support a verbal communication

* Includes graphics, images, sounds, animations that enhance the presenter's message
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Creating a Presentation

« Must define the message you want to communicate

* Is the purpose to inform, persuade, and/or prepare the audience?

« Understand your audience and what your objective is for the presentation

 What’s In it for the audience?
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Creating a Presentation

* Thumbnail of each slide shown on left

» Change to Outline view (View, Outline) to see full text of each slide

» Move between slides by:

» PageUp/PageDown keys

* Click on slide in outline

» Use scroll bar on right

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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Deleting Slides

* Select it in left pane

* Press Delete key

 Right click in left pane

* From short cut menu, select Delete Slide

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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Printing

« Just like all other apps but more control over what is printed

» Slides or Notes or Handouts

« Handouts lets you print many thumbnail views to a page

 Can print in “grayscale” (i.e. shades of black and white)

» Saves on colored ink

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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New slides contain “Placeholders”
Placeholders hold the slide’s content and come
- with text that doesn’t show up in the left pane
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Themes

* Different from a Template

 Just defines fonts and colors

* No content suggestions

 Can be used as the basis of a new presentation or applied to an existing one

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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STEP BY STEP

Customize the Background

GET READY. USE the Special Events Final presentation that is still open from the previous

exercise.

1. With slide 6 still active, click the Format Background button on the Design tab. The

Format Background task pane opens. A gradient fill is selected because the style you

selected in the previous exercise was a gradient.

2. Click the Type drop-down arrow and then in the drop-down list, select the Linear preset
(see Figure 4-7). Click the linear option and the slide background changes to a different

gradient type.

. Click the Solid Fill option button. The controls change to those for solid colors.

4. Click the Color drop-down arrow and in the gallery that appears, click Dark Purple,

© 0 N @

10.

11.
12.

13.
14.

Background 2, Darker 50% (the third color in the bottom row of the Theme Colors
section).

. Drag the Transparency slider to 20% or type 20 in the Transparency text box. The fill

lightens because it is now partly transparent.

. Click Picture or texture fill. The controls change to those for pictures and textures.
. Click the Texture drop-down arrow and then click the Green Marble texture.
. Click Pattern Fill. The controls change to those for patterns.

Open the Foreground Color drop-down list and click Dark Purple, Background 2
(the third color in the top row of the Theme Colors section).

Open the Background Color drop-down list and click Teal, Accent 5 (next-to-last color
in the top row of the Theme Colors section).

Click the 90% pattern (the last pattern in the second row).

In the Format Background task pane, click Reset Background. The background returns
to its original state specified by the theme and variant in use.

CLOSE the Format Background task pane.
SLAVE the presantation.
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Transitions and Text Animation

e Control
* How slides are shown

« How text is displayed

e Click Transitions, then select one in Transition to This Slide

* To control text
* Click Animations
o Select text

* Choose one

Lecture 9 - Microsoft office: Power Point
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Rules of Effects/Animations

 Use sparingly:

 t00 many are distracting

 Should add to the content/ message of the presentation

 Can be used to spice up a dull or long presentation
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Graphics

* Use when better than words

 Or to make presentation more interesting

* Too many graphics can be distracting

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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« Just like Word & Excel you can insert and manipulate images:
* Pictures
Clip Art
Smart Art
Shapes
Symbols

« With PP you are more likely to insert Smart Art
» Org charts

» Diagrams

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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Working With Shapes M'DOCEAN

 To get a shape, may merge or overlay other shapes

* When overlaying, can move objects

* Forward or back

* To the front or back

Do this by right clicking and specifying front/back options

* For example, want to create a donut shape

Lecture 9 - Microsoft office: Power Point
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Formatting Text

 Can be changed just like other apps

* Select the text
« Use Home ribbon to specify

 Or use the appropriate dialog box

Lecture 9 - Microsoft office: Power Point Internet and Information Technology - ITC202
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This diagram has 3 circles each with a text box
Circles can be manipulated by right clicking and |
selecting Format Shape
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Manipulating Shapes

Resize just like images

Rotate with “white arrow circle handle at top of selected shape

Change color

Can insert text, but limited control over where in appears

o Often best to add a textbox
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