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Presentation

Kl'ask 1 \

Import the file SUPERSCUBA.RTF from the Section 16 Files Folder and place the text as
slides in your presentation software.

kRemove any blank slides and save the presentation.

1.1 - Importing Text to Create Slides - How to do it:

1. You can import rtf text files to quickly create a @'-n—
Iim nsert Desian Animations Slide Show Review View D

PowerPoint presentation. Follow these steps: oy
Cop <) Reset |
e Open PowerPoint s ot e

heme

e Click Home
e Click New Slide (the arrow)
e Click Slides from Outline

“ .

Title Slide Title and Content Section Header

S i IS “ “

Two Content Comparison Title Only

Blank Content with Caption  Picture with Caption

=] Duplicate Selected Slides

2 slides from Outline..

=| = Reuse Slides...

Browse to the SUPERSCUBA.rtf file and click |~ = i
Insert. -

NOTE:

You should see that your slides have
been automatically created from the
information in the rtf text file.

Super Scuba

* Super Scuba offers the following:

Click to add notes
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Manually Creating Slides:

If you do not have an rtf file to use to create your PowerPoint slides you can create

them manually. This is how you do it:

Open PowerPoint

Click Home

Click New Slide (the button not the
arrow)

1.2 - Removing Blank Slides - How to do it:

You may find that you are left with a blank slide after importing the rtf text file. The
examination will expect you to remove this. This is how you do it:

e Right click the blank slide
e Click Delete Slide

Click to add title

Check for Updates

= | Layout ;
Reset slide Click to add subtitle

Format Background...

Hide Slide

m:
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KI'ask 2 \

Move the slide with the heading ‘Equipment’ from being the third slide to being the
second slide.

Qave the presentation.

2.1 - Changing the Order of Slides - How to do it:

You can change the order in which slides appear. This is how:

120 A0

e Right Click the slide you wish to move | - : _—F

[ ] Select cut + Super Scuba offers the following | =5 Copy

Paste

-1 New Slide
Duplicate Slide
Delete Slide

L publish Slides

Best Places to Dive -

« Tiscartshows e bestplaces{ Check for Updates 4

= | Layout 4
Reset Slide

Format Background...

sl Hide Slide
Equipment z

- Tosauba dive you need this equipment:

Click to add notes

of 3 | "Office Theme” | &

e Paste the Slide into the new position

- Super Scuba offers the following:

NOTE:
You can also click and drag .= '
the slides into different (e e

= | Mew Slide

positions.

i‘\-I-I-4‘\-I-IQ‘\-I-I‘D-I-\-IQ-I-\‘I-4-I-\‘I-ﬂ-l-\‘l-s-\‘l‘1
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Task 3
Create a master slide with the following features:

e Has slide numbers and current date on each slide
e Has one vertical dark blue coloured line and two horizontal

dark blue lines to create the borders of the presentation.

Each line should be 6pts wide.
A light blue background on the right-hand side of the slide
(about 1/5 of the width)

e Avery light blue background for the main body of the slide.

The master slide should look like this //

KSave the presentation j

3.1 - Difference between Master Slide View and Normal Slide

View:

It is important that you understand the difference between Master Slide View and
Normal Slide View.

Master Slide View

0 oo R s tutorial_powel
Slide Master Home Insert Animations Review

The master slide is used to design the layout of slides | &) o) ) 3l ) | | 2w

[T Gridlines

Normal Slide Notes Slide pndout Notes

before you start to add content to individual slides T e e s e Ve

The master slide can be used to specify colours, fonts, headings, images and object
positions. Once added to the master slide, these specifications will automatically be
applied to all other slides in the presentation. This saves a lot of work and time.

Click to edit Master title st

Click to edit Master text styles
Second level A text and images that will

* Third level o3 be used on all slides

— Fourth level
» Fifth level

Setting styles, positions,

EName/ Candidate Number
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Normal slide View ® FOo-0B ¢ tutorial_powerpoint11

Home Insert  Design  Animations  Slide Show Revie v JYET

. o . . . . o e [ HE =l B 5 [V] Ruler I Q |

Normal Slide View is used to design slides individually. |- Ens&B8_ |
Normal| fllide Notes Slide | Slide Handout Notes Zoom

brter Page Show  Master Master Master Message Ba Wi

J

This means we can have different text, images and formatting on each slide.

Super Scuba Equipment Best Places to Dive
Super Scuba offers the following: To scuba dive you need this equipment: This chart shows the best places to

2 F dive:

Name | Candidate Number B o Name | Candidate Number

Individual text on each

slide

3.2 - Opening and Closing the Master Slide - How to do it:

Opening the Master Slide: @ R -

Slide Master Home Insert Animations Review
H H ] R — fcac BEY [V] Ruler
e Click View HIFLE] J =] ED .
ridlines
e C(Click Slide Master Normal Slide Notes Slide slide |Hp

Sorter Page Show | !Master

This will display the Master Slide ~JC: -SRI i

Animations Review

. . M= 2 S V] I C = ‘.Colorr‘ 7£| =] Cr) =
View: —J =l Notes Page goout Master || [] Gridiines || ‘< ) &= Grayscale bt == =z

Normal __ [| Zoom Fitto I ek and white || €Y switch || Macros
5P slide show ' [5] Notes M Message Bar || Window ure Black and White || indow &2 ' windows ~

| J|

1°6:1:1+1:8:1:1:1101-1-112 1]

Click to edit Master title style

NOTE:
& ; ¥ * Click to edit Master text styles
Always select the Office - Secondlve

Theme Styled Master (at the e
top of the list). L = |

Slide Master | "Office Theme® | &
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Closing the Master Slide:

i — . 5 tutorial_powerpoint.pptx - Microsoft PowerPoint

. CI i c k SI id e M a ste r @ Home Insert Animations Review View Developer Add-Ins PDF Architect
. . Il [ Titte Aa Il colrs - ) Background Styles - m B | B
e Click Close Master View : ! o I

e i [¥] Footers || Themes ff [[] Hide Background Graph Page ide || Close
d S ics
Master Layout * || Layout Placeholder - 7 [Oleffeats g

Setup Orientatiorfl~ || Master View

3.3 - Adding Slide Numbers and Dates to the Master Slide -
How to do it:

1. Sometimes exam questions require you to add page numbers and dates to the
master slide. This is how you do it:

. . A - L tut
L4 Open MaSter Sllde Vlew Slide Master Home Animations Review View Devel~- -~ *3d-Ins

e Click Insert s S D = " |

Clip  Photo Shapes SmartArt Chart

e Click Header and Footer - At Abum- - | so] arooter

2. This will open the Header and Footer window. In here you should do the
following:

Header and Footer

Slide | Notes and Handouts

Tick the Date and Time box

Select the Update Automatically ou -
. 1/1/2013 B
0 pt|0 n Language:
English (United States) lz‘ Western

Tick the Slide Number box e
Click Apply

D Don't show on title slide
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3. Close Master Slide View and check that the Date/Time and Page Number has
been added to the bottom of each slide:

|I12\-I‘IlDI-I‘I‘S‘I-\-\-E‘I-\-\4-I-\-\-2-I‘\-\-D-I‘I‘I‘2-I‘I‘I‘4-\-I‘I‘E:-\-I‘I-S-\-\-WID\-\-\12I

- Super Scuba offers the following:

Best Places to Dive

* This chart shows the best places to dive:

Best Places to Dive

+ This chart shows the best places to dive:

|‘I‘I‘S‘I-(‘I‘ﬁ‘l‘I‘I‘4‘I‘I-\-2‘I‘I-\-0-\-\-I-2-\-\-\-4-\-\-\-6-\-\-\-E-I‘I-'

+ Toscuba dive you will need this equipment

3.4 - Adding Shapes to the Master Slide - How to do it:

3.4a - Adding Coloured Lines:

1. If you want to add the same shapes to all of the slides in the presentation, they
can be inserted into the Master Slide as this is a good way to save time and
work. Remember the Master Slide will display these shapes on every slide that
makes up the presentation.

This is how you do it:

PY Open Master Slide View Slide Master Home Animations Review View
e C(Click Insert ~ nal Bl
Clip

e Click Shapes Art

. . w Slide Master Hom Animations Review View
. In this case | want to use the line e B SRS,

. ' M =
shape but you can easily select any of mE Ll A = )
Table || Picture Clip Photo |Shapes|SmartArt Chart || Hyperlink Action
- At Album -| -

the others. It depends on the

. Recently Used Shapes
question. ExNOOCOALL2GG
B Clickto edit Master { % > ™ { J &

* Clickto edit Master text stylds

—Secondlevel NESTLL 2 a6 g

- Thirdlevel ectangles

— Fourtn level

Page]10
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3. Draw the line onto the Master Slide (the

exam question would give you
instructions which tell you where to draw | * Clickto edit Master text styles ‘

Click to edit Master title style

. — Second level
It) * Third level

— Fourthlevel
» Fifth level

4' Change the CO|0ur Of the |Ine by dOIng the werpoint.pptx - Microsoft PowerPoint Drawing Tools

fo | I OWl n g . fiew View Developer Add-Ins PDF Architect

A Shape Fill

- &£ Shape Outline - I /A\

C||Ck the I_Ine Theme Colors
H EEENEN

Click Format - I —_
ST

Click Shape Outline

Standard Colors

Select the Colour you want (Dark TSI

lick to edit

Blue in this case) Ho Outine

% | More Outline Colors...

5. Change the weight (thickness) of the line

Weight

by doing the following:

= Dashes

= | Arrows
Click the Line
Click Format
Click Shape Outline
Click Weight
Select the Weight you want (6pts in
this case)

Page]11
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6. Add the rest of the lines and then compare to the instructions given in the exam

question:

[ N N I L S T I I v I I I I I I S e S e R I RN R - SR R N R (N RN R 0|

Super Scuba

= Super Scuba offers the following:

Super Scuba

Equipment

« Toscuba dive you need this equipment

Best Places to Dive

* Super Scuba offers the following:

= This chart shows the best places to dive;

‘-I-I-B-I-I‘I-E,‘I-I-I-4-I]-I-I-2-I-\-I-O-I-\-I-z-l-I-I-4-I‘I-I‘E-I-I-I-B-I-I-*

Click to add notes

slide 1 of 3 | "Office Theme" | #&#

3.4b - Adding Coloured Shapes (rectangles, squares etc):

1. You can add shapes to the Master Slide in much the same way as coloured lines.

This is how you do it:

e Open Master Slide View
e C(Click Insert
e Click Shapes

2. Choose the shape (in this case a rectangle)
and draw it onto the Master Slide (The
exam question would give you instructions
which tell you where to draw it):

Page]12

Review

Clip
Art

Click to edit Master title styl

* Click to edit Master text styles
—Second level
« Third level

— Fourth level
» Fifth level

View
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3. Change the colour of the shape by doing the following:

oint.pptx - Micr

Drawing Tools

Click the shape

Click Format

Click Shape Fill

Select the Colour you want (Light
blue in this case)

View

Developer  Add-Ins

2 shape Fill -

Theme Colors

.I“?IIIII

Standard Colors

PDF Architect

A

87 G304,

No

Fill

‘LAl £

4. You can remove the line border from the shape by doing the following:

Click the shape
Click Format

Click Shape Outline
Click No Outline

5. By default the shape will be set to be above other
items on the slide. You can move the shape
behind other items by doing the following:

e Right Click the shape
e C(Click Send to Back

Click to edit Master title styl

* Click to edit Master text styles
—Second level
* Thirdlevel

— Fourth level
» Fifthlevel

Shape in front of

other objects

View Developer Add-Ins

Theme Colors

& shape Fill - A} A
= | shape Outline ~ ﬁ - B3 Send to Back ~ [F]
7]

= 04 Bring t L=
‘T4 Bring to Fron = 30l 1905 em =
= o
Qh Selection Pane Sk - || *2¢

]

201 001-020304.0.506 7181910111112

Standard Colors
i - m

Mo Outline

t Master title styl

+# | More Outline Colors...

Copy

Paste

Edit Text

Bring to Front

Send to Back

i [l AT

Hyperlink...

Click to edit Master title styl

— Second level
* Third level

— Fourth level

Sl

* Click to edit Master text styles

Shape behind
other objects

Page]13
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6. Close Master Slide View and check that the shape has been applied to all slides:

Slides  Outline X 11210101 Mw‘w-\-\--\-\-\4-\-\‘\‘Z‘M‘\‘U‘l‘l‘l‘z‘lww‘q‘\-\‘\‘5-\-\‘\-8-\-\wlD\wwlZl‘

Super Scuba

+ SuperScuba offers the following:

Super Scuba

* Super Scuba offers the following:

Equipment

* Toscuba dive youneed this equipmerfl

Best Places to Dive

* This chart shaws the best places to dfie:

Click to add notes

3.5 - Changing Background Colour on the Master Slide - How
to do it:

1. Itis very easy to change the background (canvas) colour of the Master Slide.
This is how you do it:

ime Insert  Animations Review  View Developer  Add-Ins PDF Architect

=) T

Open Master Slide View o 2, e | 7 e -
Click Background Style T F |
- —
: Far M

Click Format Background . C|
ic

I o

- Format Background...

* Clickt
— Secorn

Format Background

Fill I

Choose SOIid Fi" Ficture l-@: Solid fill

) Gradient fi

Select the colour you want (Very light € peture or texture il

[@ Hide background graphics

blue in this case) cobor: [0

Automatic

Transpa

i Theme Colors
Click Close .

Iy |
.III||||||

Standard Colors
[ ] | EEEEN

More Colors...

] [ Apply to All

Page |14
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2. Close Master Slide View and check that the background colour has been applied
to all slides:

YRR E L RN C RN VR RN RN X R Y X R RN e RN R SRR R - BV b [ AR Y

Super Scuba

* Super Scuba offers the following:

Super Scuba

* Super Scuba offers the following:

Equipment

* Toscuba dive you need this equipment:

|-\-I‘8‘I-\-I‘6-I-\-I‘4-I-\]-I-Z-I-\-I‘O‘I-\-I‘Z-I-\-I-4-I-\-I-G-I-\-I‘E‘I-\-*

Best Places to Dive

= This chart shows the best places to dive:|

Click to add notes

slide 1 of 3 | "Office Theme” | &

Page]15
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Task 4

Open the PowerPoint saved in task 3 and add these features to the master slide:

right of the slide.
The supplied scuba diver image should be inserted into the area in the top right of the
master slide (image is in the unit 16 files folder and is named scuba_diver).
The master slide should use the following text styles:
All titles and heading text on the master slide should be set to Calibri
Bullet points and body text should be set to Arial

Qe the presentation

e Aclip art image of a fish should be inserted into the centre of the dark blue shape to the

All titles /heading text should be bold, dark blue colour, left aligned and size 40pts
All bullet points and body text should be black in colour, left aligned and size 32pts

/

4.1 - Adding Clip Art Images to the Master Slide - How to do it:

1. Often the exam question will ask you to add an image or a logo that appears on

every slide of the PowerPoint. The best way to do this is on the Master Slide.
This is how you do it:

CERRRLY - T
Open Master Slide View =
H oy ‘7" Z:Q ' [
Click Insert : _JRUSR =l |
‘ Photo Shapes SmartArt Chart || Hyperlink Act
Click Clip Art ’ : L l

Slide Master Home Animations Review  View Developer

Search for the image you want (Type Ry e or

tropical fish

tropical fish in the Search for: box) Searcn m:

All collections

Click Go Results should be:

All media file types

Double click the image to add it to your
Master Slide

Page]16
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2. Position the image in the correct place. it Master testyies

evel

evel
rth level
Fifth level

o Left click the image
e Drag it into position

3. Resize the image so that it fits. '
Rot: e handle

e Left click the image
e Use the handles to resize

NOTE: Resize 1andles
You can also rotate the image

by using the rotate handle

4. Close Master Slide View and check that the image has been applied to all slides:

Slides \Outline\ ﬁ 14204104008 8 F 65 ad 320 a0l 2 345 67808 Ak 41420

Super Scuba

* Super Scuba offers the following:

Super Scuba

+ Super Scuba offers the following:

Equipment

= Toscuba dive you need this equipment:

Best Places to Dive

= This chart shows the best places to dive:

o8 7 B S T4 B 2 D 2B e B 617 18 1

Click to add notes

B 88T

Page |17
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4.2 - Adding Images from your Computer to the Master Slide -

How to do it:

1. Adding pictures from your hard drive to the Master Slide is almost the same as
adding Clip Art. The only difference is that instead of clicking Insert - Clip Art

you click Insert - Picture:
Open Master Slide VieW Slide Master Home Animations Review View

Click Insert hd| |68 B8 [ 2 af |
. . Picture | Clip  Photo Shapes SmartArt Chart
Click Picture Album -

Tlustratio

fic3 Insert Picture

Browse to the folder containing () | « oo » sovepan swora. s

the image (Section 16 Files)

3 Microsoft Office |~

Select the image you want to

B Desktop

insert (scuba_diver) s Downoncs

~» Recent Places

Click Insert I8 G

. Libraries
*. Documents
4. Music

2. Position the image into the correct place and resize if necessary:

k to edit Master title style

o edit Master text styles

Page |18




Presentation

3. Close Master Slide View and check that the image has been applied to all slides:

Slides . Outline X [142 02112009 108 17 6015 4 0302 DL 23 A5 6 1810 110 1411421

Super Scuba

* Super Scuba offers the following:

Best Places to Dive

* This chart showsthe best placesto dive

Equipment

*To scuba dive you need thi

Best Places to Dive

* This chart shows the best places to divei

[ 918 1 741615 141312 110 1L 12 Fe g 5107 1B 119 |

Page]19
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4.3 - Changing Text Styvles on the Master Slide - How to do it:

1. You can change how the text looks on slides straight from the Master Slide.
Remember, by changing it on the Master Slide once, it will automatically change
how text looks on all of the presentation’s slides. You can change Font Styles,
Font Size, Font Colour, Bold, Underline, Alignment etc. This is how you do it:

Open Master Slide View

Click the Title text box

Click Home

Use the formating tools to make your changes

Selecting Title Text Box Changing Font Style
(Arial)

= . Insert  Animations Review  View Developer  Add-Ins PDF Architect

Click to edit Master title style o T S | S 2

Theme Fonts

" New
M| Slide ~

. A 9 > jl H‘ T Calibri (Headings) =
* Click to edit Master text styles % Calibri voi
—Second level

* Third level
— Fourthlevel

» Fifth level () Adobe Cason Pro .
B s {} Adobe Caslon Pro Bold C | I c"
B Agency FB

fiit Master title styl % Arial

kter text styles =

| % Aharoni 1 T1aR

T & ALGERLAN Click to
|—— T Andalus ssaml L Secon
T AngsanaNew AfR

* Thir

T angsanaUpc Afad

Changing Font Size Changing Font Colour
(Dark blue)

Insert  Animations  Review  View  Developer  Add-ns  PDF Architect Insert  Animations  Review  View  Developer ~ Addns  PDF Archit

Calioi (eadings) 7| S caiibri (eadings) - [ || | S]] = - = | = =]

i

B ke | Shapes A
— 9 -

Doides |~ o ‘ af Gl

11201030 04 5 1617 108 91401 41142 |

(]

it Master title styl 1819110 |

Master title styl

ter text styles

text styles

10 - [

Click to edit Mas el

o 7 Standard Colors dit N
= (1] [T

* Click to edit Master text s g G © | More colors.. _______.

—Second level [ E C||th0 edlt IVIastert

¢ Third level
— Fourth level —Second level

» Eifth loval |- o

18171 6 g4 1312

Page]20
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Bold, Underline Left Align

. _ . Insert  Animations  Review  View  Developer  Add-ns
Home Insert  Animations Review  View }
Calibri (Headings) - | A &l iE 3

B 7 U abe § 4. fz-|A

[
-\‘1‘|‘2---‘-\‘5‘|‘6-\‘7-\£

ster title style

text styles

Click to edit |

h oo e e O

text styles

* Click to edit Maj

i| -4-|-3-|-2||-1‘\-|-|‘1-|

2. Close Master Slide View and check that the changes made to the Font Style have
applied to all other slides:

|1-12r|-11-1-10-1-94-8-1‘7v|-6-|-Sw‘4-;.-3-1<2-|-1-|-Owv1-|-2-\<3v|-4-|-5‘xr6-|-7-\‘8-|-9-\<10-|v11-|‘12-\]

Super Scuba

* Super Scuba offers the following:

Super Scuba

* Super Scuba offers the following:

Equipment

* Toscuba dive you need this equipment:

Best Places to Dive

* This chart shows the best places to dive:

§:0:1:8: 10716151040 1:30 122 103100 11 0:2: 103014 1:5: 1.6 1:71:81:9" |

Click to add notes

Slide 1 of 3 | "Office Theme" | &% 1 ] oo e

3. Repeat for the bullet point section of the Master Text Style on the master slide.
Remember the task asked you to set the following styles:
e Arial text style
e Black font colour
e Left aligned and 32pts in size

Page]21
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@sk 5

Open the PowerPoint saved in task 4 and add these features to the master slide:

Insert a Footer which contains your name, candidate number and centre number.
Remove the bullet point from the body text section.
Resize all text items on the master slide so they do not overlap any shapes.

Move the Master Title Style and Master Text Style down into the main section of the
master slide. You should leave room at the top of the master slide for a main title.

Qve the presentation /

5.1 - Adding Footers to the Master Slide - How to do it:

1. Sometimes you are required to include Footer Information that appears on
every slide of the PowerPoint (Usually names and candidate numbers). The best
way to do this is on the Master Slide. This is how you do it:

. . LRSI A E
e Open Master Slide View @ _ ) . . el
Slide Master Home Animations Review View Develoner Add-Ins
REEN A I = Y
° Cllck Header and Footer Talv:)le | Picture  Clip  Photo Shaf)es SmartArt Chart || Hype

| | Art  Album -
l 1

e C(lick Insert

This will open the Header and Footer window. In here you need to add your
candidate details (Name, Can Number and Centre Number) in the Footer Box:

Header and Footer @
Slide | Nates and Handauts

Include on slide Apply to All

¥Ipste and tme

Type your Candidate Details into © update automatcaly
the space e =]

Language:

Tick the Footer Box

. English (United States) El Western
CIle Apply () Fixed

1/1/2013
[¥] slide number

|| Eooter

D Don't show on title slide

Page]22
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() Fixed
1/6/2013
V| slide number
Ennter

Name [ Candidate Number

|| Don't show on title slide

3. Close Master Slide View and check that the text box and contents appear on all
other slides:

132 A0 B G A2 D 2 G B 30 120

Super Scuba

* Super Scubaz offers the following:

Equipment

* To scuba dive you need this equipment:

Equipment

* To scuba dive you needthis equipment;

BestPlaces to Dive

* This chart shows the best placesto dive|

l Name / Candidate Number l

Click to add notes

Slide 2 of 3 | "Office Theme" | &

Page]|23
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5.2 - Re-positioning and Editing Items the Master Slide - How
to do it:

Notice how the first line of text on each slide is incorrectly set as a bullet point and is
too close to the dark blue line in places. You can move and edit items on the Master
Slide to take care of this. This is how you do it:

5.2a - Removing Bullet Points:

1. To remove bullet points from text do the following:

]
Click to edit Master title sﬂle

* Clickto edit Master textstyles
- i

e Open Master Slide View
e Scroll to the first Master Slide in the list and
click it

Click toedit Master title shfle -

= Cick t0 et Master text stries

e Click the First Level text style
Delete the bullet point

Click to edit Master titig

— Second level Click to edit Master text styles
* Third level " —Second level

— Fourth level :
» Fifth level * Third level

— Fourth level
» Fifth level

‘Name / Candidate Number

Page |24
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2. Close Master Slide View and check that the bullet points have been removed
from all slides:

[ o I N I I I I e I R R I T R € NN v

Super Scuba

Super Scuba offers the following

Best Places to Dive

| This chart shows the best places to dive:

Equipment

To scuba dive you need this equipment:

Best Placesto Dive

This chart shows the best places t dive;

Mame / Candidate Number

“"I'E'l‘“|'6'|'|"‘4'l'l'|‘2‘l'l'l'0‘l'l'l'2"""'4"""'6"1"‘"8""'*

Click to add notes

Slide 3 of 3 | "Office Theme" | %

NOTE:

You could also have removed the bullet points
from each slide individually in Normal Slide
View.

5.2b - Re-Sizing Items on the Master Slide:

Best Places to Dive

1. Thefirst line of text is very close to the blue
... . . . This chart shows the best laceilto dive: I
dividing line on some slides. To resize the text, s

do the following:

Open Master Slide View

Scroll to the first Master Slide in the list
and click it

Click the Master Text Style box and then
drag the right handle in a little

Name / Candidate Number
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Click to edit Master title style Click to edit Master title style

Click to edit Master text styles

— Second level

* Third level
— Fourth level
» Fifth level

" Click to edit Master text styles

— Second level

* Third level
— Fourth level
» Fifth level

‘Name / Candidate Number EName[Candidate Number

NOTE:
ltems can also be dragged into different positions. The key thing is to ensure that

your slides are neat with no overlapping.

2. Close Master Slide View and check that
the text is now in the correct position: Best Places to Dive

i This chart shows the best places to |
NOTE: dive:

Again, this could have been carried out
in Normal Slide View but it means we
would have had to alter each slide
individually. Doing it on Master Slide
View is much quicker.

Name / Candidate Number

5.2c - Re-positioning Items on the Master Slide

1. I want to move the Master Title Style and Master Text Style further down the
slide to make room for a main heading. To move the text, do the following:

- T
= Click to edit Master title s#le

Clickto edit Master textstyles

Open Master Slide View

Scroll to the first Master Slide in the list and
click it

Click the First Level text style
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e Click the Master Text Style box and then drag it down a little:

Click to edit Master, style Click to edit Master title style

[Click to edit Master text styles
.
Second level .

* Third level Click to edit Master text styles
= Fourth evel - Second level

» Fifth level hird level
* Third leve
— Fourth level
» Fifthlevel

EName{Candidate Number " EName!Candidate Number

e Do the same thing with the Master . ?
Title Style rllCIick to edit Master title style

Click to edit Master text styles

Second level

* Third level
— Fourth level
» Fifth level

Name / Candidate Number

2. Close Master Slide View and check that the text is now in the correct position:
Slides J.Outline\_\ X 12201020 1B 6 2D 2 e B30 2]

Super Scuba
Super Scubz offers the following:

Equipment

To scuba dive you need this equipment:

Best Placesto Dive

This chart shovs the best places i Name / Candidate Number
dive:

“I-\‘S-\-I-\‘s-\-l-\‘él-\-l‘\-2-\-I‘\-O‘I-\‘\-Z‘I-\‘I-4‘I-\‘:I-5‘I-\‘I-S-I‘\‘1

Click to add notes

slide2 of 3 | "Office Theme" | %
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(rasks )

Open the PowerPoint saved in task 5 and add these features to the master slide:

e Add the title text ‘Scuba Diving’ to the top section of the master slide. Format the text in the

following way:
o Arial font style, 60pt size, Bold, Underline, Dark Blue Colour, Left Aligned.

Qave the presentation. J

6.1 - Adding Text to the Master Slide - How to do it:

1. Sometimes you are required to add text that appears on every slide of the
PowerPoint (PowerPoint Title for example). The best way to do this is on the
Master Slide. This is how you do it:

)~ . -5 tutorial_powerpointl1.pptx -

e Open Master Slide View

Slide Master Home Animations Review  View Developer

e Click Insert :
Emp L =
L C||Ck Text BOX ‘ Table ‘ Picture Cllp Photo Shapes SmartArt Chart i

Album ~

2. Draw the Text Box in the correct

position.

Click to edit Master title st

Click to edit Master text styles

3. Type in the text that you want to display (Scuba Diving):

NOTE:
We could have placed the text
box anywhere. This task,

Click to edit Master text styles however, required the name

Second level and number to be placed at
& hindfevel o the top of the slide as a Title.

— Fourth level
» Fifth level
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4. Format the text to match the instructions given in the task:

Insert  Animations  Review  View  Developer  Add-Ins PDF Architect

A D

A . Shapes Arrange

v v dq

fal Paragraph Gl

: I"J}%|'1~|'2-!-3-!-4-1-5-1-6'1-7-|-8A|'9'|~10~|-11-|~12-|'13-1.14-||1_5_§_.l,

5. Close Master Slide View and check that the text box and contents appear on
all other slides:

Slides Ouﬂine\ Ii'lz‘l‘ll‘l'lo'l'g'l's‘\‘7'I'6'I'5'!>4*1'3'I'2'I'1‘\‘U‘I'I'I'Z'K‘3<I‘4-I'5'I'6‘\‘7'I'S'I'Q'V‘IU'I'II'I'IZ'I‘

[Scuba Diving]

Super Scuba

Super Scuba offers the following:

Scuba Diving

| SuperScuba
Super Scuba offers the following:

v [

Scuba Diving

Equipment
To scuba dive youneed this equipment:

. B

Scuba Diving

Best Places to Dive

Tluscbzrtshowsr.hebestphces to

Name / Candidate Number

{918 1716158413012 010100110120 1:301:4: 1.5 16171819
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-~

Task 7

Open the PowerPoint saved in task 6 and add a new blank slide.

Save the presentation.

N\

7.1 - Adding New Slides - How to do it:

1. Open Normal Slide View: @ PSR ;

. . Home Insert Design Animations Slide Show Review
e Click View

\NEE] === BEn | [ f@Ru!er
e Click Normal E—' Bl S = B 8

D Gridlines

|Normal| jSlide  Notes Slide Slide Handout Notes
b Page Show Master Master Master

J

2. Add the new slide: CUE- v

Design Animations Slide Show Review View

e C(Click Home NI T
e C(Click New Slide 4 copy ‘ 5 Reset

Delete

3. The new slide will appear at the

bottom of your list:

Click to add title

Click to add text

NOTE:

Notice how the new slide
automatically picks up the
formatting we set onto the
master slide.
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[ Tasks I

Open the PowerPoint saved in task 7 and add the following features:

e Onslide 4 add the sub-heading ‘Fish you may see’.

e Onslide 4 add a text box which is position in the bottom right of the main section of the slide
and includes the following:

o The text ‘The beautiful clown fish’, White text, Bold, Calibri font style, Centre
Aligned, 18pt size, Dark Blue background, Black Border.

Cve the presentation. /

8.1 - Adding Text to Individual Slides - How to do it:

Once we have set up our Master Slide we can begin to add content to individual
slides. The type of content we will add is text, bullet points, images and charts. To do
this we need to be in Normal Slide View:

Fo-CHE" s

Home Insert Design Animations Slide Show Review

1. Open Normal Slide View:
[ CI'Ck View g E] Rl ‘5 = J J L\!j Ruler

[ Gridiines
Clide Notes  Slide Slide Handout Notes

e Click Normal orter Page Show Master Master Master

You can add text to individual slides in two different ways:

8.1a - Using pre-defined text areas

Click to add title
1. When you add a new slide you will notice that .Clicktoaddtext

there are prompt boxes which say ‘Click to
add title’ or ‘Click to add text’.

Name / Candidate Number

2. To add text just click in the prompt box and

type ;Fish you may see

?CIick to add text
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8.1b - Adding vyour own text box to individual slides

You can also add your own text boxes instead of using the supplied prompt boxes.

To do this:
tutorial_powerpoint11.pptx -

EOSO R 5
1. Add the Text Box: @ : - S
Slide Master Home Animations Review  View Developer A
e =l &

e Click Insert o B

Picture  Clip

e C(lick Text Box clp

=1

H:The beautiful clown ﬁsh| [
i e R ,

2. Draw the Text Box in the correct position and

0

type in your text.

3. Format the text appropriately:

e Click the text box you wish to format

e C(Click Home

e Use the formating tools to make your changes:
Add-Ins  PDF Architect Format

Slide Show  Review  View  Developer

Insert ~ Design  Animations

) St Gody
%) Reset
+ Delete

New
Slide ~

4. Check the final text to make

sure it matches the task: Fish you may see

* Scorpion Fish

The beautiful clown
fish

1/2/2013 Name / Candidate Number
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Task 9
Open the PowerPoint saved in task 8 and add the following features:

e Onslide 4 add bullet points with the following information:
o Scorpion Fish, Clown Fish, Butterfly Fish, Parrot Fish
e Onslide 1 add bullet points with the following information:
o Basic training, Advanced training , Use of our training pool, Use of our
equipment, Guided tours to diving locations
e Onslide 2 add bullet points with the following information:
o Diving Mask, Flippers, Snorkel, Regulator and Breathing Tank, Wetsuit
e All bullet points should be formatted with the following:
o Calibri Body font style, 28pt size, Black Colour, Left Aligned

Save the presentation.

9.1 - Adding Bullet Points to Individual Slides —- How to do it:

Bullet points are useful to break down small chunks of information. To add bullets:

1. Add the Text Box: ® FOCOE - tutorial_powerpoint11.pptx -

Slide Master Home Animations Review  View Developer At

e C(lick Insert

laal i ‘n LTJ" Z:% ' L=
e Click Text Box N I = B

1 Table || Picture Clip  Photo Shapes SmartArt Chart || Hyperlink Actio
% At Album ~ ‘

e |

T 1S1T YOUU T1TAy O9CC

C o)

2. Draw the Text Box into the correct ‘
position:

N The beautiful clown
: fish

Insert Design Animations Slide Show Review View Developer Add-Ins PDF £

PSS (cpa oy [ -
%5 Reset —_—

E
3. Create the Bullet Points: 7| o e [[B 2 T e & e
)| |

A

v || @
%
A -
—

e C(Click inside the new text box Quin ~
e C(Click Home cuba Diving

est Places to Dive
e Click Bullets

PR 1021304156171 819110 [EEES S

Scuba Diving

Fish you may see

i £
£ |

[ETrierararsvers] [r]|
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4. Add the Text:

Click on the first bullet point Fish you mav see

Type in the first line of text P SE
'+ Scorpion Fish
Press Enter |

'+ Clown Fish

Repeat until you have created |
your list 1*Butterfly Fish

|+ Parrot FisH

5. Format the bullet points as requested in the task:

v Insert Design Animations Slide Show Review View Developer Add-Ins
- —— A
{ =5 *E 2

= & __l =) Layout ~
i ‘ %5 Reset

ch?:' JDelete ||B Z U abe § - aa-lA-

Calibri (Body) 28 -JlA A= |||

ri.

6. Repeat for the bullet points on slides 1 and 2:

Scuba Diving Scuba Diving

Super Scuba Equipment

Super Scuba offers the following: Toscuba diveyou need this equipment:
*Basictraining : * Diving Mask

* Advanced training ol *Flippers

* Use of our training pool *Snorkel

* Use of our equipment *Regulator and Breathing Tank

* Guided tours to diving locations * Wetsuit
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Task 10

Open the PowerPoint saved in task 9 and add the following features:

e Onslide 4 add a clip art image of a clown fish into the space above the ‘A beautiful clown
fish’ text box. Resize the image so that it fills the space without overlapping anything.
On slide 4 delete the clip art image of a clown fish and replace it with the clown_fish.jpg

image supplied to you in the section 16 files folder. Make sure that the image is
manipulated in the following ways:

o Crop all sides to remove unnecessary parts of the image
o Resize and position the image so it fills the space above the

‘A beautiful clown fish’ text box without overlapping anything
Rotate the image to the right so that it is on an
approximate 30° angle

o Increase the image brightness by 20%
e The image should look like this

Save the presentation.

10.1 - Adding Images to Individual Slides - How to do it:

We can add both clip art images and images stored on our computer to individual
slides. To do this we need to be in Normal Slide View:

1. Open Normal Slide View: @ FOTC R

. . Home Insert Design Animations Slide Show Review
e Click View

H ] £ H@Ruler
e Click Normal [ ridiines
{Normal| JSlide  Notes Slide Slide Handout Notes
forter Page Show  Master Master Master 2

J

10.1 a - Adding clip art images to individual slides

e Click on the slide you wish to insert the image on (Slide 4)
e Click Insert i - GE
e Click Clip Art Slide Master ~ Home

Animations ~ Review  View  Developer

R . ‘

Tan=l b A

hoto Shapes SmartArt Chart || Hype \ct | Text Hed

; ‘ Box & Fd
|
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Search for the image you want Cip At

Double click the image to add it to your Search for;
Sllde clown fish

Click and drag to move the image into place =2l
All collections

Results should be:

All media file types

Fish you may see

* Scorpion Fish
* Clown Fish
* Butterfly Fish
* Parrot Fish

The beautiful cown
fish

Name [ Candidate Mumber

NOTE:
You should now delete this clip art image as we are going to replace it with a more
realistic image that is saved in the files for this section.

10.1 b - Adding images stored on your computer to individual slides

Click on the slide you wish to @ FETETE -
. . . Slide Mast H Insert Animati Review
insert to image on (Slide 4) S T—— v e ——

Click Insert

Photo Shapes SmartArt Chart
Album ~ -

Click Picture oo

View

i3 Insert Picture

OQ [}« presentationautho... » powerpoint_tutorial_files

Organize *  New folder

Browse to the folder containing the 5 Micosof Offce

image (Section 16 Files) R i

ls Downloads

Click the image you want to insert

clown_fish.jpg scuba_diver,jpg

M Desktop

(clown_fish.jpg)
4. Music

Click Insert . v

File name: clown_fish,jpg
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NOTE:
The image will insert itself but there is work to be done as you can see on the

screenshot below. We need to manipulate the image so that it fits better on the slide.

Name / Candidate Number
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10.2 - Manipulating Images - How to do it:

Sometimes we need to manipulate images in terms of cropping, resizing,
repositioning, rotating and altering brightness/contrast.

10.2a - Cropping images

1. Cropping involves removing parts of the image that we do not want. To crop an

. . —
.
I m age you n eed to d O th e fo' IOWI ng . ide Show Review View Developer Add-Ins PDF Architect
(¥ Picture Shape ~ || T Bring to Front ~ |2 T}
=| £ Picture Border ~ ‘ @3 Send to Back ~ [¢]

%| Q@ Ppicture Effects ~ || %y Selection Pane Sk ~

e Click the image you want to crop

e Click the Format Menu
e Click Crop

NOTE:
You can also access the Format
Menu by double clicking the image.

2. We want to remove the parts of the image that we do not need. In this case we
need to crop out all sides of the image until we are left with just the fish.

Click the image you want to crop

Drag the black handles in towards
the fish

Repeat until all uneccesary areas [

of the image have been removed.
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10.2b - Resizing images

1. The image is still too big for the slide so we need to resize it to make it smaller:

o Left click the image
e Drag the handles inwards until the image
is the correct size

NOTE:
Dragging the handles from the corners will
keep the image in proportional shape.

Scuba Divinq[

NOTE:
Images can also be made bigger by
dragging the handles outwards.

* Clown Fish
* Butterfly Fish

* Parrot Fish

The beautiful clown
fish

1/6/2013

10.2c - Repositioning images

1. The image is in the incorrect position so
we need to move it:

*Clown Fish |
e Left click the image and hold * Butterfly Fish

e Drag the image into position * Parrot Fish

The beautiful clown
fish

1/6/2013 Name / Candidate Number
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10.2d - Rotating images

1. Images can be rotated to change the angle in which they sit on the slide:

Left click the image

Move the mouse curser over the green
rotate handle

Rotate the handle to the right until the
image is at an angle:

2. Check the image to make sure it matches the task:

Scuba Diving

Fish you may see

* Scorpion Fish
* Clown Fish
* Butterfly Fish
* Parrot Fish

The beautiful clown
fish

1/6/2013
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10.2e - Altering the brightness and contrast of images

1. The brightness and contrast of images can be altered:

Click the image
Click the Format Menu
Click Brightness

Select the +20%
brightness option

& Brightness v| 13 Compress Pictures

+40 %

Design  Animations  Slide Show  Review  View

e Developer Add-Ins PDF Architect
4c°mpressp.aures 9 picure Shape - | % 8ring SYPYEE"

—_— — -— — —— e
— B3 Change Picture !“ e el | ‘ = Z picture Border ~ || % Send to Back + [2]
& Recolor ~ g Reset Picture 5| Q Ppicture Effects ~ ‘ 24, Selection Pane Sk ~

|
|

|
[ O —

1421111401918 1:7.16:1:5 1413020100011 203140:5061718

Scuba Diving

BestPlaces to Dive

e il [l Scuba Diving

Fish you may see

“ | scuba Diving = * Scorpion Fish
Eish you may see * Clown Fish

*Scorpion Fish
*Clown Fish

et & 5 * Butterfly Fish
o ” * Parrot Fish

0 % (Normal)

NOTE:

Images can be made darker by selecting one of
the negative options ( -20% for example)

2. Check the image to make sure it matches the task:

Fish you may see

* Scorpion Fish
* Clown Fish
* Butterfly Fish
* Parrot Fish

brightness.
The beautiful clown

NOTE:
Contrast of images can be
altered in the same way as

Name / Candidate Number
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Task 11
Open the PowerPoint saved in task 10 and add the following features:

e Onslide 3 add a column chart that shows the following information:

Location Number of Dives
this Year

Red Sea 1780
Caribbean 3280
Thailand 3387
Hawaii 2472
Belize 1398
e Make sure that the chart also includes the following:
o The heading ‘Best Places to Dive’.
o Horizontal axis label of ‘Location’. Vertical axis label of ‘Number of Dives this Year’.

o The legend should be removed.
e Position the chart in the space below the text ‘This chart shows the best places to dive:’.

Save the presentation.

11.1 - Creating a Chart in PowerPoint - How to do it:

Slide 3 requires us to insert a chart to show the most popular places to dive.
PowerPoint has a built-in chart facility but it is tricky to use. The best option is to
create the chart in Excel and then copy and paste into PowerPoint:

1. Open Excel and enter the chart’s A A B

information: Location  Number of Dives this Year
Red Sea 1780

Caribbean 3280
Thailand 3387
Hawaii 2472
Belize 1398

A B
2. SE'ECt the information that Wl” be Lgcation Numher Df Dives Thls Year

shown on the chart (Including ‘ Red Sea 1780
headings): Caribbean 3280

Thailand 3387
Hawaii 2472
Belize 1398




Presentation

3. Choose the type of chart you want to create (Column chart in this case):

v Home Page Layout ~ Formulas PEIE] Review  View Developer
Click Insert EREIE AR =l (T N
Column | Li I

Click Column PivotTable Table || Picture Clip Shapes SmartArt

Area Scatter
Art 2 X

Choose the type of

fx | Locati

column chart you want.

Location  Number of Dives this Year
Red Sea 1780
Caribbean 3280
Thailand 3387
Hawaii 2472
Belize 1398

NOTE:
Other types of charts can be

created by selecting the

o 00 N YU A WIN =

other options.

4. Check the chart is showing the correct information like mine below:

Number of Dives this Year

11.2 - Modifying charts (titles, legends, axis labels)

The chart should be modified to include the correct heading, correct axis labels and
have the legend removed before it is copied and pasted into slide 3 of the
PowerPoint.

11.2 a - Altering the chart’s heading

e Click the title
¢ Remove the old text
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e Type in the new text

| )

NOTE:

The title can be formatted to alter colour, font style etc by using the same
methods you were taught in unit 14 (spreadsheets). However you should only do
this if the examination question tells you to.

11.2b - Adding axis labels

Axis labels are used to describe what each of the columns is showing us. There are

two types of axis — horizontal and vertical.

Number of Dives this Year

|

Vertical Axis
j IE B Number of Dives this Year

’3 N
il . S
& (\6" S
(_"b

—4——1 Horizontal Axis

nulas Data Review View Developer Add-Ins  PDF Architect Design Fo

1. To add the horizontal axis label: il ot ] (W] | el (A | ] P | 2]

pgend Data Data Axes Gridlines Plot - Trendline
Titles ~ J) - Labels ~ Table ~ - - Area ~ Bl |

. None
CI'Ck the Cha I‘t J 1a))| Primary Vertical Axis Title _J Do not display an Axis Title

[&] Erro
BE

Click Layout c 0D E & Title Below Axis

Display Title below Horizontal Axis and
Click Axis Titles

resize chart
Click Horizontal Axis Tiles

More Primary Horizontal Axis Title Options...

m B
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Click Title Below Axis
Add the Horizontal Axis Title (Location in this case)

2500
2000
1500
1000
500
0

2. To add the vertical axis label:

nulas  Data  Review View  Developer Add-Ins  PDF Architect Design

faflled] ] [B] | (] (&

i up/

=
Axis |fegend Data Data Axes  Gridlines I Trendline

CIiCk the Chal’t Titles ~ ~  Labels ~ Table ~

. [=] Error]

Click Layout
Click Axis Titles

— | | Rotated Title
C||Ck Vertical Axis Tiles [ | | Display Rotated Axis Title and resize

chart

. . Vertical Titl
CI |Ck Rotated Tltle [ Diiplay Axis 'eritle with vertical text and

resize chart
Horizontal Title
Display Axis Title horizontally and resize

None
Do not display an Axis Title

o

Number of Diuesthis?ear‘]

& =

NOTE:
The Rotated Title option flips
the text on its side and makes

it easier to fit onto the chart.

O________________
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11.2 ¢ - Removing the chart legend

Legends are only useful when we are showing different types of information on
the chart. In this case each column on the chart is showing us the same information
(The number of dives in a specific location). For this reason we don’t need a legend.

1. Toremove the legend:
g —

- 1 | &
0 W Number of Dives this Ye Delete
Cr 1
. . & | Reset to Match Styl
e Right Click the legend t skt

4% A | Font..
e Select Delete >

il Change Chart Type..
-% Select Data...

2. Check that your chart is correct and looks like mine below:

Best Places to Dive

Red Sea Caribbean Thailand Hawaii Belize
Location

[#%]
Ln
]
]

Number of DivesthisYear
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11.3 - Getting the Chart from Excel into PowerPoint - How to
do it:

1. When the chart is complete you need to get it from Excel and insert it into
PowerPoint onto slide 3. This is as simple as Copy and Paste:

P bt
e Right Click the chart Best Placesto Dive G Gopy

e Select Copy B paste

H | Reset to Match Style
Font...
Change Chart Type...
i | Select Data..
| Move Chart...
T T T
dSea .

Caribbean Thailand Hawaii

Location

Scuba Diving

Open up your PowerPoint Equipment Scuba Diving

To scubadiveyou need this equipment:

* Diving Mask

Find and slide 3

Best Places to Dive

nght clickin a Space on : . ’ This chart shows the best places to

slide 3 “ | Scuba Diving dive:

Best Places to Dive

Select Paste S

@ paste
T PUDIon Shaes

v | Ruler

Grid and Guides.

&= tayout

2. Now you just need to use the re-size handles on the chart to make it the right

size and position it correctly:

Best Places to Dive

This chart shows the best places to

dlve: Best Places to Dive

EBEEEEEE

Numberof Dives this vear

RedSea Caribbean  Thailand Hawaii
Location

Name / Candidate Number
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Task 12

Open the PowerPoint saved in task 11 and add the following presenter notes to the
slides:

Slide 1: Welcome to Super Scuba. During this presentation you will be given lots of information
about scuba diving and what we can offer you.

Slide 2: This is a list of essential equipment that you will need before you can learn how to scuba
dive.

Slide 3: This chart shows you the best places to dive based on how many dives take place in each
location each year.

Slide 4: This is a list of exotic fish that you could see whilst scuba diving in one of the locations
shown on slide 3.

Save the presentation.

12.1 - Adding Presenter Notes — How to do it:

Presenter notes do not appear on the PowerPoint but are printed out instead. These
notes are used to help remind the presenter about what they need to say. Adding
them to a presentation is very easy... this is how you do it:

1. Open Normal Slide View: @ FOo e R -

Home Insert Design Animations Slide Show Review

e Click View _— 7 -
=l J —’é) B V] Ruler
1 b — > - | < gee
[ J = dli
CIICk Normal |Normal| Plide Notes Slide Slide Handout Notes 1D erdines
orter Page Show  Master Master Master 5549

|

2. Add the presenter notes to individual slides:

Click the first slide you wish to add , : Scuba Diving

the notes to - L Super Scuba
. . 3 Super Scuba offers the following:
Click your mouse curser in the ; e #

* Advanced training

Notes area of the slide ; - Use of our training pool

* Use of our equipment
* Guided tours to diving locations

| Click to add notes
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e Typeinthe presenter notes accurately:

* Guided toursto gMing locations

1/7/2013

INE-annr-ar

Welcome to Super Scuba. During this presentation you will be given lots of
information about scuba diving and what we can offer you.

3. Repeat for the other slides.

NOTE:

Be very careful to type in the presenter notes exactly as instructed to in the task.
You will lose marks for incorrect spellings and poor punctuation. The notes are
given to you... all you have to do is copy!!
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Task 13
Open the PowerPoint saved in task 12 and add these animations and transitions:

Animations:

Slide 1: Animate the bullet points so they appear one at a time.
Slide 2: Animate the bullet points so they appear one at a time.
Slide 4: Animate the bullet points so they appear one at a time.

Slide Transitions:
Apply a consistent transition between all slides in the presentation.

Print evidence of all animations and slide transitions used in the presentation.

Save the Presentation.

13.1a - Adding Animation Effects to Slide Objects - How to do
it:

Objects on slides (like text) can be animated in a variety of different ways. The
animations you add alter how text appears on the screen. This is how you do it:

1. Select the object you want to animate:

Fede 0B et 18 et 1 4001132100194 1010116 11 [0S

* | Scuba Diving

e Click the slide containing the object s | Scuba Diving

e Click the object (Text box in this case) == [k Super Scuba

e Highlight the items in the bullet list . T

* Advanced training

* Use of our training pool

* Use of our equipment

'« Guided tours to diving locations

2. Apply the animation:

v Home Insert Design Animations lide Show Review

Click Animations I ||/ 1:3 Animate:| No Animation |||

No Animation

30 Custom &

Click the arrow next to the Animate: : No Animation

Fade

View

O ptiO n rs‘: fsttOL::f:\ Paragraphs
. . . * | Scuba Diving Wipe
e Select your animation from the list At Once

SuperScuba
Super By 1st Level Paragraphs
s Fly In

NOTE: i %
By 1st Level Paragraphs

Hovering over the options will preview the = Tt

Custom Animation...

animation so you can see what it does
before you select it.
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NOTE:
The ALL AT ONCE option will bring the bullet points in all together.
The BY 1°* LEVEL PARAGRAPHS option will bring the bullet points in one at a time.

3. Apply the correct animations to the objects on other slides as instructed by the
task.

13.1b - Showing Evidence of Object Animations - How to do it:

You will be expected to prove that you have used animations on the correct
objects of you presentation. This is how you do it:

1. Open Normal Slide View: @ o

Home Insert Design Animations Slide Show Review
e Click View w = == B g
kL 5 B B = B B
- [ ] Gridiines
[Normal| jSlide  Notes Slide Slide Handout Notes ||
Forter Page Show  Master Master Master Message Bar

]

e Click Normal

2. Select the object that has been animated and show proof of the animation:
e Click the slide containing the object
e Click the animated object (Text box in this case)
Click Animations
Click Custom Animation

This should call up the Custom Animation window:

Insert Design Animations Slide Show Review View Developer Add-Ins PDF Architect Format

iy Transition Sound: | [No Sound] ~ || Advance Slide

1.4 Animate:|By 1st Level Pa... ~|| ‘PL - =
‘ L 1.5 ;‘ “ ks | = 3 Transition Speed: | Fast -
]3y Custom Animation| . ead 5

| 30 Apply To All

1122000030 1 018 1106 1t e 020 D e 02 6 1 8 A0 120

Scuba Diving By Add effect v] (K. Remove |

SuperScuba
Super Scuba offers the following:

Modify: Fly In

Scuba Diving T

Direction: | From Bottom

Super SC“ba Speed: Very Fast

([1 3 Basic training

_Super Scuba offers the following: 7D @ Advanced training

Scuba Diving o
* Basic training S 3%

Equipment

To scuba dive you need this equipment:
= Diving Mast.

~Fippers

Use of our training pool

* Advanced training - B 49 Use of our equipment
* Use of our training pool 5% Guided tours to diving ...[ ¥ |
* Use of our equipment ;

~soorees
« Paguistor ang restring T
~wetsi

o

|..5...M‘4,.,....3....4‘0,.,.,.,2.‘.,‘.‘4.......5.‘.‘,.,3.....|

* Guided tours to diving locations
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3. Take a screenshot of the evidence:
e Press the <Prt Sc> key on your keyboard (Print Screen) to take the
screenshot
Open up an empty Word Document
Paste the screen shot into the word document
Add your name and numbers to the document
and print.

13.1c - Why do | need to take this screenshot?

The examiners need to see evidence that animations have been applied correctly
and the only way to show them is by taking the screenshot as described above. The
bits the examiners are interested in are shown below:

Desig Animations de Sho evie e Develope Add PDF A

e orma
4} Transition Sound: |[No Sound] ~ || Advance Slide
e | (e _#. Transition Speed: | Fast > [ZJ On Mouse Click

%] 433 Apply To Al [C] Automatically After: l00100 s

Custom Animation v x

S

l ‘
yhabdbade Qe |

Outline

]IlQI-I-]lU\‘I-ME-l‘\‘I-G»I-\‘|-4-1-|-\‘2<|v1->v0‘|-lrl-2‘|-|v14-\‘l-|'6-i‘\<l-8»|-|-\10|-|-\12|l

[;{} Add Effect V] ["_— Remove]
E Start:

Super Scuba Speed:

19 Basic training

Scuba Diving

SuperScuba
Super Scuba offers the folowing:

Scuba Diving

3 On Click [v]
TR ~
[v|

Very Fast

» Use of our equipment

Scuba Diving 2% Advanced training

Equipment

To scuba dive you need this equipment:
» Fiippers

~sooree

« Faguistor snd Brestring Tane

- wetsit

Scuba Diving

Best PlacestoDive

‘This chart shows the best places to
dive:

v:]w-wg-ln\-l-s‘l-ln\‘4-\‘|-|13‘|-|‘|-01|»|-|-2-|-1-|-4‘|-|-1‘5-|‘\-|-8-|-|AI

* Basic training

* Advanced training

* Use of our training pool

* Use of our equipment

* Guided tours to diving locations

172013 MName / Candidste Number

1

3% Use of our training pool

49 Use of our equipment
59 Guided tours to diving ..., ¥ |

Welcome to Super Scuba. During this presentation you will given lots of

information about scuba diving and what we can offer you.

i o
‘ > Play | B siide Showi

D AutoPreview

[CHES T —

1. The numbered parts show which object(s) have animations applied to them.

2. Start: On Click proves that the animations will come in one after the other.
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13.2 - Setting Transitions between Slides - How to do it:

As well as animating how objects on slides appear you can also change how slides
appear as they move from one to the other. This is how you do it:

Click on any of your slides

Click Animations

Select the Transition you want to use from the choices provided

Click Apply To All

w Home Insert Design m Slide Show Review View Developer Add-Ins PDF Architect

e o [P ) o) N ) e O ()

J )

Slides '\ Outline X

Scuba Diving -

I Super Scuba

Super Scuba offers the following:
+Basictraining
| -Advancedtraining

= Use of our training pool
= Use of our equipment
= Guided tours to diving locations

s ettt

8l Scuba Diving - 5

# Transition

Sound: | [No Sound] v‘

ed:;Fast vi

13l Apply To All

‘D&Sc‘.,eg‘-nuo-\ Q181716105 141301210100 id 12003014 15:0:6:1:71:81:9:140 1111121

e

Scuba Diving

Super Scuba

Super Scuba offers the following:
* Basic training

NOTE:

If you hover over each of the transitions you will get a preview of how the effect will

look.

ALWAYS use the same transition effect for each of your slides. You will lose marks if you

are not consistent.

13.2a - Showing Evidence of Slide Transitions - How to do it:

You will be expected to prove that you have used slide transitions. This is how you

do it:

1. Open Slide Sorter View:
e Click View
e Click Slide Sorter

Insert Design Animations Slide Show Review

=8 B H|

[
Slide Slide Handout Notes
Show Master Master Master ||

antation Views

Sasd | Window

|| Zoom Fitto

|
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2. Show the Animations and take a Screenshot of the Slide Transitions:
e Click Animations

Press the <Prt Sc> key on your keyboard (Print Screen) to take the
screenshot

Open up an empty Word Document
Paste the screen shot into the word document

Add your name and numbers to the document and print.

a —
Animations
f Q}

Preview || =

3 Transition Speed: |Fast ~|! [¥] on Mouse

130 Apply To All

8 = (sl 2y =

] Automatical

Scuba Diving -7

Scuba Diving »

Super Scuba

Scuba Diving B

Equipment

Scuba Diving -7
Super Scuba offers the following:

Toscuba diveyou need this equipment:
«Basictraining p «Diving Mask
*Advanced training

Best Places to Dive

Fish you may see
This chart shows the best places to

s

[R——

*Scorpion Fish ?
< dive: St P tobive F- *ClownFish
ok «Flippers o4 e & «ButterflyFish
*Use of our training pool *Snorkel :- *Parrot Fish
+Use of our equipment *Regulator and Breathing Tank i e
*Guided tours to diving locations. *Wetsuit T fin
e . . B -m 1 . . i

1. The stars under each slide proves that a transition has been added to it
2. The transition effect used can be proved in the Animation Window.

fTask 14

Open the PowerPoint saved in task 13. Print the presentation showing:

e Only the slides.

Presenter notes.

Presentation handouts with 3 slides per page and space for the audience to make notes.

/
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14.1 - Printing Slides - How to do it:

You will be expected to print all slides produced. In fact if you forget to print you
will gain NO marks. This is how you do it:

¢ CIICk the Office BUtton Preview and print the document
® C||Ck Print Print

Select a printer, number of copies, and
other printing options before printing.
) Quick Print
Save E Send the presentation directly to the
default printer without making changes.

5 N . Print Preview
SRk Preview and make changes to pages

before printing.

Print as PDF Document
Print current document to PDF file.

Prepare P

In the Print range: section you should select All

In the Print what: section you should select Slides (This will print only the
slides with no additional notes)

Click OK

Print @

Printer

Name: 4% Samsung SCX-3200 Series E|
Status: Off Line : 1 document waiting —
Type: Samsung SCX-3200 Series

Where:  192.168.1.5

Comment: [ | Print to file

Print range Copies

@ all (") current slide Selection Mumber of copies:

Y

Custom Show: v

_ Slides: !1 11
Enter slide numbers and/or slide ranges. For example,
1,3,5-12

1
Collate
Gnt what: \ Handouts

Slides E = [0
Sides A , (4
Handouts 1@) Horizontal Vertical [
Motes Pages
Cm“ne View [ |scale to fit paper Print hidden slides

[]Frame slides [ ] High quality
Print comments and ink markyp

o ) o
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14.2 - Printing Presenter Notes - How to do it:

This is how you print the presenter notes that you created earlier:

Click the Office Button

Click Print

In the Print what: section you should select Notes Pages (This will print the
slides and the presenter notes that you typed earlier)

Click OK Print @

Printer

Name: %) Samsung SCX-3200 Series E
Status: Off Line : 1 document waiting Find Printer...

Type: Samsung SCX-3200 Series
Where: 192.168.1.5
Comment: D Print to file

Print range Copies
@Al (") Current slide Selection Number of copies:

Custgm Show:

- 1 =
(") Slides: 11 11
Enter slide numbers andfor slide ranges. For example,

1,3,5-12
Collate

Print what: Handouts

Notes Pages 6 [~ Gl
Slides I

(@) Hori Verti
Handouts (@) Horizontal Vertical GE

| Scale to fit paper Print hidden slides

[ | Frame slides [ High guality
Print comments and ink mackug

Lo |

5 tutorial_powerpoint11.pptx [Preview] - Microsoft PowerPoir
Print Preview

By

Notice how your printouts include the | = = = 5 e dus |

Print - Options ‘Nums Pages ‘ Orientation || Zoom Fitto Previous page | Close Print

presenter notes at the bottom of each J e

slide:

Scuba Diving -

Super Scuba

Super Scuba offers the following:

*Basic training 2

* Advanced training P?“
.. . 4

*Use of our training pool

* Use of our equipment

* Guided tours to diving locations

1pos Ve ansanteuamoer

Welcome to Super Scuba. During this presentation you will given lots of information
aboutscuba diving and what we can offeryou.

Print: Page 1 of 4 | #* | Recovered
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14.3 - Printing Handouts - How to do it:

Handouts are printed off and given to the audience so they can read them as you

give your presentation. They also have room for writing notes. This is how you print
them out:

Click the Office Button

Click Print

In the Print what: section you should select Handouts (This will print the
slides with some blank lines for the audience to write notes)

In the Slides per page: section you should select 3 from the drop down list
Click OK Print 7 5

Printer

Name: %) Samsung SCX-3200 Series E
Status: Off Line : 1 document waiting Find Printer...
Type: Samsung SCX-3200 Series

Where: 192.168.1.5

Comment: [Print to file

NOTE:

We need to Select 3 Slides per OﬁH -._:_.-gurrent slide Selection Number of copies:
Custom Show:

Print range Copies

page because it is the only option

= 1 =
(") Slides:
that gives us the blank lines next Enter slide numbers and/or slide ranges. For example,

1,3,512
to each slide. [¥] Collate

Print what: Handouts

Handouts E Slides per page: |3 |z| =

Slides - E=
I 2 Vi i

Hiandouta TS OO Vertical =

Notes Pages

Outline View

Scale to fit paper Print hidden slides
[¥] Frame slides [ High quality

Print comments and injjpaaacdkg
[ 0K l l Cancel

Notice how your printouts include 3 blank
lines for the audience to write notes:
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