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TERMINOLOGY

POWERPOINT SCREEN

When you start PowerPoint, you have the choice of taking a new blank document or choosing a theme
and you can start writing your text. This window contains useful elements for performing many
functions.

For each open document window, you will find an icon in the taskbar indicating the name of the
document.
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Do not forget to talk about the exercises
o d Access
Side 10f8 “Galley [[} English (Canada) ' Accessibilty: Investigate = Hotes [ Display Settings B = B 9 - e + %
R

[ Display mode

Tabs

The tabs are located directly below the title bar. The Close button on the far right will close the
document, the PowerPoint program remains open.

File Home Insert Draw Design Transitions
9. [ Layout ~
. 55, =

£ Reset

- ldﬁ Dw-nan-'

msNooo- B b Dind 8 (B
ALLDBC jrome & Replace ~
CauNerE ) b selet

Paraqraph Drawing Editing Voice  Designer

Home Tab Group Font View Tab

ew  View Help

Dictate  Designer

Undo Clipboard i3
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Quick Access Toolbar

From the File - Options - Quick Access Toolbar tab, you can add other buttons not available in the
ribbon groups, you can also click this button to access them.

® awose @) B |2 B % 9D D

|

[ Open  [& Print Preview and Print ¢ Spelling “) Undo ~ () [\ New <F

i

» | To display below the ribbon,jadd or customize the Quick Access Toolbar: Click the command
button on the far right.

Maore Commands...

Show above the ribbon l

Hide Quick Access Toolbar

Hide command |abels

Groups
Command buttons in the « Font »group and « Drawing »Group.
! |

The dialog boxes are located below the commands
) 1

|\Ca|ibri (Body) "'”\12 "J AN A EN OO0 %:EI Q <A Shape Fill ~
B I U S b Ay Aav 2+ A ALLD U0 prhge quick L Shape Outine~
v ey Iy~ 4 Styles~ &) Shape Effects v

Font I~ Drawing

Dialog box unwinder

We find dialog boxes by clicking on the button in the lower right corner of a group.

Instant Toolbar
When you select a portion of text, a small Formatting toolbar appears to make it easier to edit the
selected text.

Gothic ~ 28 ~ A" A e it i ‘ =v ==

ety NL,:-] = eED |
=) — — ouveay PUCes |nterligne  Justifier
I s = ==274- A il commentaire i i ” !
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Galleries

We will find galleries to modify the appearance of a table, a style, a graph, a picture, etc.
You click the arrow on the right to open the gallery.

~== = = ==
— == e e e @
— — —

Aa b,
ads == g

Aa

] .

SLIDES GROUP

New Slide
» Click New Slide:

» Choose the slide layout from the Layout gallery (Ex. “Title and Content”)

Filee Home |Insert Draw Design Transitio.

‘ 9 . fﬁ X : Layout ¥
Paste [B
R 1 des Section ¥
Undo Clipboard Slides

Layout ==nl
. Gall
» Allows you to change the slide layout to another type. = ,
R t Id Title Slide ‘ Title and Content  Section Header
eset a sliae

» Erase all formatting that has been applied and return it to s s ee | (Miees immd
ItS 0I’Ig|na| appearance : Two Content Companson ‘ Title Only
Fle Home Insert Draw Design Transition = I ,_',’:' I D
9~ F X + [— 3 1avout v ; = ]
: H| l[ﬂ LO e —
{ v £ r Blank Content with Picture with
. pafxe [13 s:;l::’v ;Ei:e Caption Caption
Undo Clipboard & Slides ﬁl'—jl H. eset el
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Format painter to reproduce formatting

» Theformat painter is a very important tool, it will reproduce the formatting A
of the text to be modified in a very effective way. Select the text you want | D
to reproduce, then click once in the painter, or 2 times in the painter to E@ “
. Paste
reproduce as many times as you want, then select the text you want to

edit. R

Clipboard i

» To disable the painter, click Esc or click the painter again.

PRESENTATION VIEWS

The different presentation views allow you to get the best point of view depending on the work to be
done. The presentation views can be changed directly in the status bar or View tab.

File Home Insert Draw Design Transitions Anin

HE=EEZ®R B8 8

iNormal Outline Slide Notes Reading Slide Handout Notes
‘ View Sorter Page View Master Master Master

Dracantatinn \fiewe Mactar \fiewe

éNotes L?Display Settings = as I? -

The « Slide Sorter » view

The « Slide Sorter »view is mainly used to better visualize all slides, to select for printing, to hide certain
slides, better visualize transitions, etc.

éNotes @DisplaySettings = = I? -

TOPIC OF THE DAY FRUS (SMARTART oS VEGETABLES

[
@ LIVING Apples £ o
HEALTHY P —
. et X U 4 e 3
e ton ot s e

< a4

00D AND 84D FOODS

o SMART ART o 'DIABETES STATISTICS 2021

o

CHOLESTEROL STATISTICS 2007-2009

kA AT R o

>
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The « Normal »view

The « Normal »view allows you to work on slides.

File Home Insert Draw Design Transtions Animations Slide Show Record Review View Help | ® Record]
g ) O] F 7 | ©Ra = . (Moo | 3 S Arange Al r=_j =
Norma| O = i iotes| | Zoom  Fitto New T Cascade Swich  Macros

e Window E3) Movespit | Windows ¥
window

: LIVING
L E HEALTHY

GOOD NUTRITION - EAT WELL

The « outline »view ey

GOOD NUTRITION - EAT WELL

Working in «Qutline » view is a good way to work when starting a
presentation, you can enter the slide titles and all the important elements.

TOPIC OF THE DAY
FRUITS (SMARTART)
4 VEGETABLES

o Carrots
aPBeans

|l B
— — [ = ' GOOD AND BAD FOODS

1 HEALTHY DESSERT

- - - 2 Tuit sala
Mormal| Outline| Slide Motes Reading s
View | Sorter Page View Sl
4 gSpie
. . * Apple pie
resentation Views + Sugar pie
o Cake

* Chocolate cake

* Queen Elizabeth Cake

The « Slide Master »view

The « Slide Master »view allows you to create a style that will apply to all slides, we are talking here
about the font, bullets, paragraph, picture, shapes, header and page of page and Custom theme.

: ¢ CLICKTO EDIT MASTER TITLE STYLE

ﬁﬂgé;‘?n.f.?gmm B + Click to edit Master text styles
i o + Second level

- « Third level

- - Fourth level

e - Fifth level
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Insert  Dray Design

Transitions Anin

H .
B
(=[5

FORMATION CAD INC

) Notes R
View  Sort fading  gjige
o Page e Mot Handoyt Notes
- Dracantating Viiawe al MaSter MaSter
— = Macta, Viawe
» « Notes page »: Page to print before presentation MR

MEMORY HELP

» « Reading Mode »: this view is similar to displaying

« Slideshow ».

» « Handout Master »: Layout of the document to be
printed with header and footer.

» « Notes Master »: Printable document layout with note
page header and footer, insert slide.

18 March 2023

Do not forget to talk
about the exercises

LIVING
HEALTHY

€000 WTRTON 6T Wik

FONT GROUP

For editing text, such as font style, bold, italics, color, etc.

You can find more options by opening the dialog box:

Font
» Small caps

» All Caps

» Superscript and Subscript

Character spacing

»

»

»

Normal
Extensive

Condensed

<
Font ? X
Fant | Character Spacing
Latin text font: Font style: Size:
Calibri N Regular v 20 =
All text
Font color ﬂv Underline style | (none) ~ | Underline color ﬁv
Effects.
O Slrlkﬂthrnugh [J small caps
.Stk [ & caps
P
. A w
|Calibri v||2[} v| A A A
B I u S aq - Aa W p w ﬁ w
Font I
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Change case
How to Change the Case of Text

Here is the step to follow when you want to edit a document from lowercase to uppercase or vice versa

Home Tab Font Group (Change Case)

Aav[vav

A av Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGI F cASF

Remove formatting

How to remove all char r ' 1 AA a
»w Ho to' emove all characte (Calibri v||2[} v| Al A
formatting. - A -

- AVV W W e
» Select the text whose formatting you B I U § o 0%~ Aa 2« A

want to remove.
Font B

» From the Font group (Clear All
Formatting).

GROUP: PARAGRAPH

Click on the Home tab, Paragraph group.

Alignment

» Left alignment (CTRL + L)

11l
£
b
-
11
4

» Center alignment (CTRL + E)

| |

|

<
|||| |_,|

| ——

» Right alignment (CTRL + R) Paragraph N

» Justify alignment (CTRL + J)
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Paragraph ? X

\ General

Alignment: | Left >

Llne SpaCIng Indentation
cial: |Hang|’ng\'| By: |1,24cm E|

Paragraph spacing \ Spacing

. . L. . Before: __10 pt Line Spacing: |Multiple ~| At 1,07
» This space is significant to obtain a = =
fter:

Paragraph indentation

clearer text with each line change.

» Example below: Tabs.. Cancel

Health problems

dmn

Diabetes
Diabetes s a chronic disease, but taking matters into your own hands can prevent long ~-term
complications or better treat them.
Cholesterol

There are several kinds of drugs to lower cholesterol, each differing a litle from the others by
its effects on cholesterol, its way of acting, and its main side effects.

Convert your text to smartart

»w Select the text, then click the « SmartArt »button for Paragraph group.

Who forms the committee?

) (i)

AL ADDITIONAL INFORMATION'
= == 5= 1= 1
W i=— s = 32 = v

_— — | ==

Recommended servings per day

In harmony with the cosmos

Paragraph B

Align text vertically

[ g et - |
Button appreciated in PowerPoint to get the text box centered vertically.

Jop

Middi=

M M

Bottom

[I] Porne ﬂpimrls...
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Bullets and Numbers

Click on the Home tab, paragraph group. For even more options, click the Bullets and
Numbers button at the bottom of the window to
=[.]i=. edit:
o — 33—
» Size
Click the arrow to change the bullet.
» Colour
Eliz. == B m » Other bullets
Bullets and Numbering ? X
None
i Numbered
. a
. _'l . . [a] | ]
o o None . o =
i .. . | ]
»” I: 4 D3 =3 ..
- " a R > "
:E Bullets and Numbering, D .:. > l.
Size: |60 2| % of text Picture... )
Color ﬁ" Customize...
Reset Cancel

In PowerPoint, when you press the TAB key, the insertion point automatically moves 1.25 cm (0.5
inches) from the left margin. However, the default tab is not always appropriate when you want to
create a list of multiple columns on a single row. In this case, it is best to customize the tab.

You can customize the tab from the horizontal ruler or dialog box in the Home Tab - Paragraph -
Group

Paragraph ? X

General

Alignment:  |Left >

Indentation

Before text: (1,24 cm 5| Special: Hanging~| By: 1,24 cm =
Spacing

Before: 10 pt % Line Spacing: |Multiple ~| At 1,07 =
After: apt S
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There are four types of alignment

TAB FUNCTION
I_ Left The left edge of the text is aligned with the tab stop
| Center Text is centered on the tab stop

J; Decimal
|  Right

The decimal separator is aligned with the tab stop

The right edge of the text is aligned with the tab stop

keyboard shortcut: Inside the Slides and Outline view:

KEY (S) DISPLACEMENT
Enter To move to the next point (same level)
Tab To increase shrinkage (Lower level). Moves to next level
Uppercase+Tab To decrease indent (level up): Moves to previous level
Uppercase+Enter To move to the next line without changing levels (inserting a line break)
Ctrl+Enter Switch to a text box (will create a new slide if there is no text box)
SPELLING
Click on the Quick Access Toolbar or press F7, choose  Spelling from the « Review » tab.

= Open Print Preview and Print | %8¢ Spelling Undo
= v

To correct a word without going through Review tab (Spelling), click in the word with the right mouse
button « contextual », PowerPoint offers you a choice of word, click on the corresponding word,
PowerPoint will make the correction for you.

| EE

Spelling| Thesaurus

Proofing

TS TToTTTS TIT=T T TTOvY oo TTOTTOTLTOT I TG

% O 5% At

Check Search  Translate Language
Accessibility ~ v
Accessibility Insights Language
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DESIGN - THEMES

Fle  Home |Insert Draw Design Transitions Animations Slide Show Record

O | ™ |

Themes

Review View Help
4= |- k=

A theme includes various formatting elements. It includes colors, fonts, and graphic effects. It does not
include text or object (manageable object).

Shape Format

bAa

-

Aa

Aa‘

In « Normal », « Slide Sorter » or « Notes Page », the theme name of the active slide appears on the
status bar (at the bottom of the screen).

If the name does not appear, check that the corresponding option is enabled: right-click on the status
bar and check the « Theme » box.

Save Current Theme

Be creative, you have created a beautiful background and you want to keep this style for future
presentations. Same principle for « Search for a theme ».

Search for a Theme

OR search for a template, Design tab, Theme Gallery, click « Search for themes... »

, Office

Aa S Aa = - -~ ‘
| [ L. |

o | *- M-
-l ’ﬂ. .A.t... ....... i ot

% e T

@ save Current Them

Choose « Save active theme... » in the « Theme » gallery.

Color - Background
A background style can be added to a set of slides in the presentation.

[ORecord [0 ]
0 & a

Designer

Format

E Colors
Fonts
0 | @ Effects

3:33 Background Styles

N N Y

3 @H anrm— ]-\_/ .
Size ¥ Background

Custom

I N Custom 1
W I Personnalisé 1
Office

T Office

I T Office 2007 - 201
W [ TN Grayscale
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We place ourselves in « Normal » display mode, so that we can view the effects of the tried
backgrounds on the active slide.

Select the affected slides (if necessary). On the « Design » tab, in the group « Variants », activate
the « Format Background » button.

The format background gallery appears. By pointing to a style, you can view the background on the
active slide.

» If you click a background style, it will be applied to all slides of the same theme as the active slide.

» If you want to apply the style to the entire presentation, or only to the selected slides, right-click on
the style, and then choose the option you want.

To regain the original background of the theme, apply the theme again.

You may want to hide the graphic objects included in a theme: select the slides, and then select the
« Hide background graphics » check box. Click in Format Background, to open a new box.
Example

» Select slides that have been given a theme with a lot of colors, then select the «Hide
background graphics » checkbox. The blue wave will be masked.

» A theme does not have a manageable graphic object. These are objects included in the theme
(non-selectable).

Hide background graphics

Sometimes a template suits us, but graphic or other elements could disturb in the presentation of a
slide. We can therefore Hide background graphics, which means: hide the headers and footer, logo
or any fancy in the background/f

Format Backgrou RS
~ Fill a
() Solid fill
@ Gradient fill

() Picture or texturg fill

) Pattern fill

[ ] Hide background graphics

To edit all slides, choose Apply to All, otherwise the background applies only to the active slide.
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CREATE SECTIONS

If the presentation includes slides that should be managed in groups, create sections to facilitate their
management. The ability to create sections is new in PowerPoint 2016.

File Home Insert Draw De5|gn Transitions  Animation:
v oh + Layout
2 b 1 [ 2
Paste New Reuse 4":' Reset )
v Slide ~ Slides |E Section ¥
Undo Clipboard = slid ﬁ Add Section
[ Open  [B Print Preview and Print ¢ §

Orangss ry
Pinsapples

(]

= £9 :

Utilities: you can move, format, print the slides of a specified section.

By default, there is only one section, named « Default Section ».

By inserting a first section, two groups of slides are created.

With the presentation displayed in « Normal » mode or « Slide Sorter » mode, to insert a section:
» Click between the two chosen slides.

» Onthe « Home » tab, in the « Slides » group, activate the « Section » button Add Section.
» A bar displaying the name of the section, represents the section.

» After clicking on this bar to select the section, the menu of the « Section » button allows you to:
rename it, delete it, or delete all the sections, reduce everything (only the section bars remain
displayed) or expand everything.

» To collapse or expand a single section, double-click its section bar.
» Or click on the symbol or b just before the section name.

» By right-clicking on the section bar, other options are offered. You can delete the section and its
slides, also move the section up (if it is not first) or move the section down (if it is not last).

» To print the slides in a section, open the File - Print menu. Then in the first drop-down menu under
« Settings », select the desired section.

MASTERS

Master view allows you to work on the raster of slides, documents, or note pages.

There are three types of master views: slide master, handout master, and note page master (or note
pages).

Changes to the document master appear in the plan, so there is no plan master.
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The advantage of masters is to allow you to process the whole set in a single operation, a set of slides,
all the pages of the document or all the pages of notes.

Example:
If you insert a graphic object into a slide master, it will be inserted on a set of slides.

» To display the presentation in Master view: on the « View » tab, in the
« Master Views » group, click the button corresponding to the type of
master: slides, handout or notes.

» A tab with the mask name appears.
» To exit mask mode, click on the last button « Close Master View », or Slide |

activate the « View » tab and choose the desired view mode. Master
Slide master

a 116 115 114113 11220 A1 A0 98 TG 543202356 T 819 1100 A1 1201 1300 1400 15101600

- i Footer i 2023-03-18 |

- @& CLICKTO EDIT MASTER TITLE STYLE * @

CLICKTO EDIT
MASTER TITLE STYLE

»# Click to edit Master text styles

= Second level

- * Third level

o = Fourth level
«  Fifth level

» On the « View » tab, click « Slide Master ».

GRAPHIC OBJECTS

In a slide, you can insert various graphic objects:

Images, video or audio objects, automatic shapes, action buttons, text boxes, WordArt, SmartArt,
charts

@, Screenshot v [__© tb} €0 3D Models ~

o
. = SmartArt
Pictures &) Photo Album Shapes Icons d]] N
v v art
Images lllustrations
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AD4Q 3 <)

Text Header WordArt =  Symbols  Video Audio
Box & Footer v .E—l] v v v

Tevt Media

The management of these different types of objects (selection, size, copy, positioning, alignment,
distribution, display priority, deletion) similar for the different types of objects, it also applies to
placeholders. We deal with graphic objects from the « Insert » tab « Shape Format ».

We parameterize the formatting of graphic objects, including that of placeholders and elements of
diagrams or charts, using the commands available on the « Format » tab of the selected object
(tab named « Insert » group « lllustrations » for a chart).

On this tab, we often use the « Shape Format » window of the selected object. To view it, simply click
on the launcher® of the « Styles » group of the object.

Examples of formatting:

» Applying a style, defining a border, a fill, an effect (shadow, light, 3D...).

Pictures

Online Pictures or This device or Photo library

Under the « Insert » tab, in the « Images » group, here are the options available to you:

Draw  Design  Transiti

| @ @ Screenshot ¥

Pictures &) Photo Album

Insert Picture From

B3 This Device..

EQl Stock Images..

£é Online Pictures..
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Picture from a file

In the « Insert Picture » window that appears, browse your folders and files to find the image of your
choice, and double-click it to insert it. Or click on the image and activate the « Insert » button.

Screenshot
You can also insert on a slide a screenshot, whole or in part.
Inserted on the slide, the screenshot has the nature of a picture.

New in Office 2016, the « Screenshot » button, located in the « Pictures » group of the « Insert »
tab.

To be available for a screenshot, the window must come from a file: Open, and |
not reduced to a title bar in the taskbar (the file being active, we click on the | @i Screenshot~
button &5 at the top right of the screen).

To insert an entire screenshot: activate the « Screenshot » button and select the desired window.

To insert a partial screenshot: activate the « Screenshot » - « Screen Clipping » button. Click and drag
on the selected window to insert the part you are interested in on the slide.

This image can be saved in your computer.

Picture FORMAT

To edit the image, use the commands on the « Picture Format » tab.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Picture Format ® Record =]

- ict @ pi - = vard ~ [B> Align~ . -
E;I B color & Compress Pictures e e e peen e = LZ picture Border F‘A _y Bring Forward = Align 47[ T Height [567cm
Remove  Comections ©3 Artistic Effects ~ G Change Picture ~ g | e = = = « @ Picture Effects ~ A[ £ Send Backward ~

Background * E@Tansparency~ {0 Reset Picture ~ B, Picture Layout Ted Gl SelectionPane 2 Rotate

Cop Flwidth: 693cm -

Adjust Picture Styles F Accessibility Arrange Size 5

Several groups are available:

» Size
» Arrange _
. Format Picture v X
» Adjust —
» Picture Styles & ‘L‘ IL-
To insert a picture into a predefined shape: in the « Picture > Shadow
Styles » group, activate the « Picture Shape » button, then > Reflection
select the shape. This makes it possible to cut the picture e
according to the chosen shape.
? Soft Edges
?> 3-D Format
> 3-D Rotation
> Artistic Effects
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Crop a picture.

On the « Picture Format » tab, in the « Size » group, click on the « Crop » button.

[t

Crop

1] Height: |:8,6?‘ em |

/=

' 1
-

Width: |:6,93cm |

Size

To crop two sides at the same time identically: Ctrl + click and drag on a handle located in the middle
of one side of the image. To crop the entire image: Ctrl + click and drag on a corner handle.

Finally, disable the crop button.

To restore the original image, activate the « Reset Picture » button in the « Adjust » group

(left).
« Crop to Shape »

After selection, you can crop an image, by cutting it according to the chosen shape: in the « Size »
group (« Picture Format » tab), activate the « Crop » button - « Crop to shape ».

The shape is scaled to the image.

Example of an oval-shaped cropped image:

:—?—: D_] Bring Forward ~ ‘%‘ M
n Wiap [y send Backward ~ [&
Text¥ [ SelectionPane 24~
Arrange

Rectangles

[ YA [N [ Y [ [

{ Basic Shapes N

DANOLASOCOOE®
5000r L r0 000

C'fp Fhszem

ﬁ Crop

ré Crop to Shape

DOAHOORGCON(]
FCI{} )

Block Arrows

patletdirpdd
€ ouvnNnD DN
nen

Aspect Ratio >
B Fil
(=
fill
id fill

.

dient fill
ure or texture fill

tern fill

re source

-

To change the aspect ratio of an image that has been cropped: select the cropped image, then activate
the « Crop » - « Aspect Ratio » button.
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Transparent color

« Set Transparent color » a picture is used to erase the color of its background.

On the 'Picture Format' tab, in the 'Adjust' group, activate the 'Color' button, then click on the 'Set
Transparent Color' pencil.

pre—— S More Variations
"o bvo bo bo bo Ve be 2 Set Transparent Color
;f’ *‘ *‘ *‘ *‘ *‘ ‘.‘ *‘/ ‘{I}’ Picture Color Options...
" do/be o o o

Ve Ve Ve Ve ba ve ve
| Vo bo bo #6 b b ba

Image compression

To display the « Compress Pictures » window: after selecting an image, click on the « Compress
Pictures » button of the « Adjust » group on the « Picture Format » tab.

Activating the « Options » button displays the « Compression Settings » window.

- % tr) Q) 3D Models ~
Shapes and|Action Buttons e R
- Il chart Bl
, -
1 Rectangles =
Shapes Gallery | I
To display the gallery of predefined shapes, also the action buttons: Basic Shapes
_ I _ EHOANINOQOOO®
» On the « Home » tab, in the « Drawings » group, press the | @COOE L7000
. ) nCISENFICIVA S~
« Other » tooltip button I¥I Or: on the «lInsert» tab, in the | (1301}
« lllustrations » group, activate the « Shapes » button. Block Arrows

. . ! oatletPirndt
» The gallery displays first the recently used shapes, then all the | € 3unw=sDBRE N

e . : . n
shapes classified into 9 categories, finally the action buttons. ee
| Equation Shapes

TR eSH
Flowchart

|
: ; Do<cgugUdoody
» Select a shape. On the slidg, the pointer changes to a black 0ON®®X 6 AVAD

Cross. ! aeno

Inserting a shape

Stars and Banners

|
» Ifyouwantto insert a predefinéd shape without changing its size: | o wrnmomnms
Click the slide. You can chagnge its size then, by clicking & | =®==[THL0

dragging on its handles. | Callouts
1 ?QQQE;E;DAI.’E;[]ED/IL};{Z}
» If you want to change the size, click and drag on the slide. If--”]f”t"]

Action Buttons

|
» To modify the shape and keegq it a similar or regular shape: Shift EpEEEDEEEREEDY +
click-drag (example: a circular;shape will remain so). 4 A
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» To draw the shape from its center: Ctrl + click-drag.
» To use this method, the shape must not belong to the « Lines » category.

» If you want to insert the same shape multiple times, right-click on the shape in the gallery - Drawing
Lock Mode. Finally, press Esc.

» As soon as the shape is inserted, the « Shape Format » tab of the « Drawing Tools » appears. As
the name suggests, it contains commands to change the format of the shape.

» The inserted shape is selected: if it has a frame, its outline is a continuous line with handles.
Otherwise, the handles are on the shape.

£ ShapefFill
Abc Abc LU |« [ Shape Outline ~
v & Shape Effects ~
Shape Styles B

» The colors of the shape depend on the theme of the slide.
« Curve », « Freeform », « Freehand drawing » (category « Lines »)

« Curve » S

» Click the slide to start drawing, and then release the mouse button. Drag the pointer. Click to
change direction, release, slide... Keep it up: click, release, drag.

» Double-click to complete the drawing. Or click the starting point to get a closed shape (the inside
of the shape changes color).

« Freeform » &

» Click the slide to start drawing.

» To draw a broken line: as for a curve (see the previous | [E\ \,[JOO (%, Edit Shape ¥
shape), click, release, drag. Unlike the curve, the ALLD O ~ A Text Box
corners of the line are not rounded. e { I\~ e

» To draw a freeform: click and drag (as with a freehand Insert Shapes
drawing). One can thus combine broken line or simple strokes, and free forms. Double-click to
finish the drawing or click the starting point to get a closed shape (the inside of the shape changes
color).

« Freehand drawing » %

»w Click and drag to draw. The pointer is in the form of a pencil # Release to finish.

Selecting a shape, entering text, and deleting

» To select a shape, point to it or its outline. When the pointer is in the form of an arrow, click. The
outline of its frame is a continuous line.
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»w Ifit is a Line, Arrow, or Connector shape in the Lines category, it does not have a frame. It is
selected as soon as its handles are visible.

»w After selection, you can enter text, unless it is an Arrow Line or Connector shape in the Lines
category. As soon as a text is entered, the outline becomes a line of discontinuous lines.

» Very convenient: in text input mode, to select the shape, simply press Esc.

» To delete a shape, select it and press the Del key.

Change the points of a shape.
You can change the look of a shape by clicking and dragging on its points.

» To change the points of a shape, they must be displayed first: right-click on the shape - Edit points.

=
[ Edit Shape v

ENN\OOO (X Edit Shape v
ALL2I06G~ [A] Text Box
e N\{ I\~ @

Insert Shapes

r('j Change Shape > q

{2, Edit Points

» To move a point, click and drag on it.

» To add a point: right-click at the desired location. To delete a period: Ctrl + click on it.

Replacing one shape with another

» Select the shape you will replace. On the « Formatting » tab, in the « Insert shapes » group,
activate the « Edit shape » - Edit shape button. Click the new shape that you want.

Text box

To insert a text box: on the « Insert » tab, in the « Text » group, click the « Text Box » button.

To configure the text, you can use the commands of the « Font» and « Paragraphs » groups
(« Home » tab), as well as the « Format shape » window (display it by N
activating the launcher of the « Shape Styles » group (« Formatting » A 4 @
tab) in the = »Text box » section. Text  Header WordArt
Box & Footer v 8]

On an object where it is not possible to write, one can always add a
text box. Text

The text box is an Auto Shape, present in the « Master Shapes »
category (it is the first shape in this category). The previous paragraph « AutoShapes » applies.
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WordArt

A WordArt is a text presented artistically.

eview View Help Shape Format

A Text Fill ~

A A A v ﬂ Text Outline ~

A\ Text Effects v
WordArt Styles N A

It can be considered, at the choice, as a formatting of characters or as a graphic object. The result is
the same.

Select the text beforehand, or you will then write it instead of « Your text here ».

To display the WordArt gallery: on the « Insert » tab, in the « Text » group, activate the « WordArt »
button. Click the desired effect.

To format the text and shape, use the « Formatting » tab of the « Drawing Tools ». As far as the text
is concerned, one can use the commands of the « Police » and « Paragraph » on the « Home » tab.

SmartArt

To display the gallery of diagrams, also called SmartArt graphics, activate the « SmartArt » button in
the « lllustrations » group on the « Insert » tab.

Or, on the slide, in a placeholder for content, click the icon =3

Fruits Vegetables

* Apples * Carrots
« Bananas * Beans
* Oranges * Peppers

The tooltip for the « SmartArt » button specifies that a SmartArt graphic is used to « visually
communicate information. »

There are seven types of SmartArt, each offering multiple templates.

In the « Choose a SmartArt Graphic » window, select a type on the left, and then select a template in
the center. On the right, is described the chosen model. Confirm.

You can enter text either directly into a shape on the chart or into the pane that appears by clicking the
arrow button to the left of the chart. Text can be formatted in this pane (it will only appear in the shape),
or directly in the shape.
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File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help SmartArt Design Format

1] Add Shape ~
1= Add Bullet 1 Move Down e e

[T Text Pane & Right to Left 2

Create Graphic Layouts Smartart Styles

MEREITIC A TS

® Record | | P

&

n N
2= GO
Reset Convert
Graphic

Resel

As soon as the SmartArt, or one of the shapes of its content, is selected, SmartArt tools are available,

spread over the two tabs « SmartArt Design » and « Format ».

Charts

A chart represents data selected from a worksheet.

To display the « Insert Chart » window, click on the « Chart » button in the « Illustrations » group,

under the « Insert » tab.

Or, on the slide, in a placeholder for content, click the icon id .

In the dialog box, select a type on the left, and then select a template in the center.

An Excel window appears on the right, containing a table of data.

A

B

GENDER

35t0 49
years

50 to 64

years

65 years and
more

MAN

4,9

11,3

21,1

WOMAN

3.8

8,9

14,5

BN R W o

a

O
Chart Title

MAN

W35t 49years W50to 64 years 65 years and more

‘WOMAN

O

On the left side, the chart corresponding to this data, is inserted into the slide.

Replace the displayed headers and data with your own, add or remove rows or columns. The graph

is modified accordingly.

Use the commands on the chart tool context tabs: « Chart Design »,
and « Format ».
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Table

When you create a table, PowerPoint inserts it at the insertion point. The table automatically extends
from the left margin to the right margin of the document, and all cells in the table are of the same
dimension.

To create a Table, click on the Insert tab, then (Table).

nset  Draw  Design Transitions Animations Side Show Record  Review View Help  Table Design

B & e B

Bble | AT s aum < P o

TR

When you have inserted a table, 2 tabs are added to the ribbon:
» Layout tab of the context menu

» Table Design tab of the context menu

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Table Design Layout @ Record | | l
A T I @ . — = = = HA @ [T Height: [9.48em IT &, =l
I ! : istril === .l - |9 - A
[} EH E)'( == E g8 BB = {1l Height: 219cm | [ Distribute Rows === 0 - = :lj ’__b e J| %N
Select | View Delete | Insert Insert Insert Insert Split Flwict 825cm - | B Distribute Columns =] E”E Text cell T width 2834 cm Bring g Selection Align
~ ridlines| - Above Below Left Right Cells o - =] = = Direction ~ Margins~ ] Lack Aspect Ratio Forward ~ Backward ~  Pane -
Table Rows & Columns Merge cell Size Alignment Table Size Asrange

Insert rows and columns.

(|52 =3 48 38

Delete Insert  Insert Insert Insert
v Above Below Left Right

Rows & Columns

Delete rows and columns in a table.

Size and alignment

(1]
@

LN B

Text Cell
Direction ¥ Margins ~

E Distribute Columns

-
w

I:[] Height: [2,19 m ‘ D:{ Distribute Rows @
=

£ width: (8,25 cm

Cell Size Alignment
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Table style (Template)

In the Table Design tab, you will be able to choose a table style, click on the button at the far right of
the Group (Table Styles)

OBJECT MANAGEMENT

« Selection and visibility » pane

Lists the names of the objects on the slide (visibility); - It also allows you to select objects (selection).

To display it, a graphical object must be selected.

Activate the « Format » tab (named « Formatting » if the selected object is a chart), then in the
« Arrange » group, click the « Selection Pane » button. The pane appears on the right side of the
screen.

»

»

»

»

»

»

To select an object, click its name in the pane.

To select more than one: Select the name of an object, and then Ctrl + click each subsequent
object name.

Highlighting a name in the pane means that the object is selected, or that the object is in text input
mode.

To hide an object, click the eye icon to the right of its [#lname. You can widen the pane by clicking-
dragging (double-arrow pointer) on its left border. By default, objects are displayed. The eye
disappears from the box when the object is hidden. Click the empty box - to display the object
again.

You can change the order of the object names: select the name, then use one | 2
of the two arrows at the bottom of the pane or located near the « Show & Hide = =~
All » label

On the slide, after selecting an object, you can reach the next object (whose name is the following
in the pane list) by typing Shift + Tab.

Selection

»

»

»

Before managing one or more objects (sizing, copying, moving, etc.), you must designate them by
selecting them.

Objects can be selected by selecting their names in the « Selection and visibility » pane.

There are other ways to select one or more objects:
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Selecting an object

» Object without text (picture or shape without text): Point to the object. When the pointer is shaped
like an arrow cross, click.

[@Record | |7 | - Share .
o g & Selection R
Find ,le

: e | o _stow | wige Al 2L
'(_;,‘ Replace ' Didate  Designer Show All Hide All
|b Select » | M J

EN Select All Designer ¥ v Groupe 94590 o

5] select Objects | Picture 11138 =

E Selection Pane... v X % Picture 11133 )
Show All ry ‘ 5 ‘ Picture 94554

— Image 1179
‘ Content Placeholder 10 o d\|
Title 1 5 Image 1180

» Object with text: Click the object, and then press the Esc key.

»w After selecting an object, to select the next one, which is the one that follows it in the list of the
« Selection and visibility » pane: Shift + Tab U (this deselects the previous one).

Selecting multiple objects
» Press Ctrl + click on each object you want to select.

» Or, if possible, it's faster to click and drag a rectangle on the objects you want to select.

Select all objects on the slide
»w Type Ctrl + A.

Group objects

One may want to group objects to manage them into a block, especially to move or resize them. A
SmartArt has automatically grouped shapes.

» Select the objects to group (Ctrl + click). A text placeholder cannot be part of the group. On the
format tab, in the « Arrange » group, activate the « Group » button, and click Group.

» The « Selection and Visibility » pane displays the group and lists the objects it contains. A frame
surrounds the grouped objects. A group is considered an object.

» To ungroup the objects in the group, select the block, then activate the « Group » button and click
ungroup.

» It is then possible to group them: select an object from the group, then activate the « Group »
button.

Page |28



FORMATION CAD INC
Size
With the handles

» When selected, an object has handles.

» Pointto a handle on the stroke. When the pointer is shaped like a double
arrow, click and drag. Click and drag on a corner handle to preserve the
aspect ratio.

With the ribbon

» Display the « Size and position » window: on the format tab of the selected object, click on the
launcher of the = « Size » group. Fill in the window opened with the « Size » Group.
Copy, duplicate

Copy

» Point to the outline, outside the handles. When the pointer is shaped like an arrow: Ctrl + click-
drag.

» To copy horizontally or vertically: Shift + Ctrl + click-drag.

» Copy the same or another presentation to another slide, or to any document in an Office application
» Copying can be done with one of three methods:

» Right click - Copy or Ctrl + C or Click on the Copy button on the clipboard (« Home » tab).

» Pasting can be done with one of three methods: Right-click - Paste or Ctrl + V or Click the Paste
button on the Clipboard.

Duplicate

» Duplicating an object into one or more copies is fast. Note: The object is not copied to the
Clipboard.

» The copies are placed behind the original object.

» To duplicate an object, click on the drop-down menu of the « Copy » button (« Clipboard » group,
« Home » tab) - Duplicate.

Position, Align

Moving Objects

» Point to the outline, outside the handles. When the pointer is in the shape of an arrow, click and
drag.

» To move horizontally or vertically: Shift + click and drag.

» When moving an object, you can use the dotted lines that appear on the horizontal and vertical
rulers. They mark the coordinates of the black cross of the pointer.
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» Move to another slide (from the same or another presentation), or to any document in an Office
application

» The move can be done with one of three methods:

- = -
D_‘| Bring Forward ~ |El Align ~
r'|:| Send Backward ~

||:'E| Selection Pane | A Rotate ~

Arrange

A4

» Right click Cut or Ctrl + X or Click on the Cut button on the Clipboard (« Home » tab).

h 4
v

Gluing can be done with one of three methods:

A4

» Right-click Paste or CTRL or Click the Paste button on the Clipboard.

Small trips

» One can make small moves of the object using the arrow keys on the keyboard, and even smaller
moves, by pressing the Ctrl key, while using the arrow keys.

Precise position in centimeters

» You can set the position of an object in the slide via the « Format » window
opened on the « Position » tab.

» To view it, right-click on the Format... Then open the « Position » tab.

Alignments: horizontal and vertical

» To align the objects on the slide, use the drop-down menu of the « Align » button which is locating
the « Arrange » group under the Format tab.

» There are three horizontal alignment options: left, centered, and ® Rec
right. - E—
g wl 17]1 i Heigh
» Three vertical alignment options are available: top, middle, and B align Left
bottom. =L 3
=2 Align Center
Distribution of objects =l Align Right
» To distribute the objects, we use the « Distribute horizontally » | 'L AllanTop
and « Distribute vertically » options proposed by the « Align » M} plign Middle I
button (format tab, « Arrange » group). dle Align Bottom

»w |If the «Align selected objects » option is enabled, the i
distribution is performed at the space level between the objects.

Distribute Horizontally

=

i

Dristribute Vertically

R

» If the « Align to slide » option is enabled, the distribution is done §

i v Align to Slide
at the slide level. gn 1o Slic

Page |30



FORMATION CAD INC

» It may be necessary to activate the « Align » button a second time in order to have the desired
alignment and distribution options.

Rotating an object

» With the green handle (when the object has one)
» Click and drag on the green handle of the object, in order to rotate it.

» With the ribbon: We use the options of the « Rotate » button, under the format tab of the
« Arrange » group.

» The « Other rotation options » option is used to display the « Format » window on the « Size »
Group. It can indicate the exact angle of rotation desired.

Display priorities

» When objects are superimposed, the « Forward » button or the « Backward » button in the
« Arrange » group of the format tab, is used to indicate the display priority of a selected object.

» Example: in the set of objects on the right, the core is in the foreground, the head in the
background, the arrow in the background of the other two objects.

SAVE A PRESENTATION

We will find this window from File then Export and then Change File Type

Export
S Change File Type
—J Create PDF/XPS Document . §
— Presentation File Types
Presentation (*.pptd PowerPoint 97-2003 Presentation (*.ppt)
. Create a Video Uses the PowerPoint Presentation format Uses the PowerPoint 97-2003 Presentation
- format
l_h OpenDocument Presentation (*.odp) Template (*.potx)
Create an Animated GIF Uses the OpenDocument Presentation Starting point for new presentations
— format
PowerPoint Show (*.ppsx) PowerPoint Picture Presentation (*.ppbd
@ Package Presentation for CD 1 Automatically opens as a slide show Presentation where each slide is a picture
Image File Types
E,} Create Handouts o ) B
= [ PNG Portable Network Graphics (*.png) [T JPEG File Interchange Format (*jpg)
Print quality image files of each slide Web quality image files of each slide
F Change File Type
‘ ﬁ Other File Types

Save as Another File Type
[;ﬁ
[Eﬂ

Save As
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Save-as - Other format types

» Slideshow: .pps - ppsx

» PowerPoint: ppt — pptx

» Model: pot - potx

» As Image: Jpg. - Png. - Tiff, etc.

» To save the slide show in « PowerPoint

Slide Show » format:

» View the presentation. Open the File menu

- « Save and Send ».

» Under the heading « File types », select
« Change file type ». - In the right pane,
select « PowerPoint Slide Show (*. ppsx) »
- Under the right pane, activate the « Save

As » button. Save and validate

PDF (*.pdf)
XPS Document (*.xps)

PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 87-2003 Template (*.pot)
Office Theme (*.thmx)

PowerPoint Show (*.ppsx)

PowerPoint Macro-Enabled Show (*ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-in (*.ppam)

PowerPoint 97-2003 Add-in (*.ppa)
PowerPoint XML Presentation (*xml)
MPEG-4 Video (*mp4)

'Windows Media Video (*wmv)

Animated GIF Format (%.gif)

JPEG File Interchange Format (*jpg)

PNG Portable Network Graphics Format (*.png)
TIFF Tag Image File Format (*if)

Device Independent Bitmap (*.bmp)
Windows Metafile (“wmf)

Enhanced Windows Metafile (*.emf)
Scalable Vector Graphics Format (*.svg)
Outline/RTF (*.rtf)

PowerPaint Picture Presentation (*.pptx)
Strict Open XML Presentation (*.pptc)
OpenDocument Presentation (*.odp)

PowerPoint Template (*.potx)

Murielle Richard Tegs: Add a tag

Tools ~ Save

LAYOUT

To choose the layout, click in the « Design » tab of the « Variants » Group

Design

Then - Custom slide size ...

Slide Size
IEI @ é\. = Slides sized for:
=
i ; Widesareen [
Slide Format Desig |de creen
Size ¥ | Background Width:
— 33,867 a5
[ ] Sstandard (4:3) Height:
18,05 cm 5

MNumber slides from:

|:| Widescreen (16:9) 1 -

=

Custom Slide Size...

Orientation

Slides

Motes, Handouts & Outline

O Portrait
o Landscape

o Portrait
O Landscape

Cancel

We need to decide if the slides will all be in portrait or landscape mode,
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HEADER AND FOOTER

There are 2 kinds of header and footer:
» Slides

» Comments and documents

Header and Footer ? X

iSlide’} Notes and Handouts

Include on slide Preview

C] Date and time

Update automatically
2023-03-18

Language: Calendar typ:
English (Canada) ~| |Gregorian
Fixed
2023-03-12
() slide number
() Eooter
=
———————————————— Ioa-—,
[J Don't how on title slide | | |
| I 1
1 I 1
: Apply Apply to Al Cancel

]
Slide header and, footer
I I
To insert page héaders, click on the Insert tab - Text group
I

v
»w  Click Apply to All ;

» To edit on a single slide, simply click Apply

Document header and footer

»w This one is for printing purposes

PRINTING A PRESENTATION

Print preview

LIVING
HEALTHY
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Print dialog box
» Choose the number of copies to print

» Select the printer if necessary

Settings

» Choose slides to print Ex. From 1 to 3, slides 6 and 9
» Print all slides

» Print slide in Progress

» Print selection

Slides

» Number of slides per page, Outline view and comment pages)

E Print Layout
| Full Page Slides Motes Pages Outline

Handouts
1 Slide 2 Slides 3 Slides

[=]=} ooo
oo oog
oo ooo

El
oo

» Portrait Orientation or Landscape w» Color

= i i
D Portrait Orientation v‘ [T=] " Only print on one side of the... |
. Color
D Portrait Orientation
i Grayscale
[[F tandscape Orientation

: Pure Black and White
‘. Color -

Edit Header & Footer

\I/
E Attention: If you click on « Print » without making a printing choice, all slides will be
printed individually on a whole page, so on a sheet of 8 1/2 by 11 for each slide.
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TRANSITION

Transition is the switch from one slide to another in slide show view

To choose your transition, click on the Transition tab
Select slides

» Choose the transition

» Change the speed

» Apply manually or automatically

» If necessary, set a timing before the next slide arrives

» Choose a sound (Do not abuse)

me Insert Draw Design Transitions Animations Slide Show Record Review View Help Picture Format

Subtle

O | & | m @ [e (=

None Morph Fade Push Wipe Split Reveal Ccut Random Bars  Shape Uncover Cover

(%]

Flash )
Exciting

M I W W B
Fall Over Drape Curtains Wind Prestige Fracture Crush Peel Off Page Curl Airplane Origami Dissolve

[ ”] a

Checkerboa. Blinds Clock Ripple Honeycomb Glitter Vortex Shred Switch Flip Gallery Cube

O =
Doors Box Comb Zoom Random
Dynamic Content
B [« @ = [d

Pan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through

e —

Transition effects

One can choose a visual effect and /or a transition sound effect.

If necessary, first select the slides that will receive the effect (or both effects).

Visual transition effect
Under the « Transitions » tab, the « Access to this slide » group is used.

To view the gallery transition visual effects, use the arrows to the right of the effects.
Only one effect can be applied.

£

Right after clicking on an effect, we get a preview of that effect. Then, we can use the
« Preview » button, to the left of the effects gallery.

With the effect applied, it can be edited using the « Effect Options » button on the right side of the
effects gallery.

Page |35



FORMATION CAD INC

Manual or automatic switching

Switching from one slide to another can be manual (you control the passage to the next slide, for
example by clicking) or automatic.

::];}) Sound: |[ND Sound] v| Advance Slide

(© Duration: [00,75 | [IEI On Mouse Click ]

[E Apply To All (] After: |00:00,00 _ |

Timing

By default, the passage is manual.
When the passage is automatic, we must perform atiming, determine the display time of each slide.

On the « Transitions » tab, « Timing » group, in the « Advance Slide » area, you can Uncheck Box
« On Mouse Click »

« Automatically after ». This makes it possible to intervene in manual, while being in automatic mode
(for example to display the next slide earlier).

ANIMATIONS

An animation effect can be applied to any selected object on the slide. We use the commands of the
« Animations » tab.

The purpose of animation is to present text, pictures, and others in a more pleasant way. This option
can be found in the Animation tab.

. Play From
» Abrupt entries ’
» Rotation Tf Content Plac... [ [+
3 Start On Click
» Bounce back, and many others... =
. Start With Previous
» Choice of speed -
L5 Start After Previous
» Timing . :
Effect Crptions
» Start before and or after the previous one Timine
» Automatically or manually Hide Advanced Timeline
R rmowe
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The gallery offers four types of effects

« Entrance » and « More Entrance Effects » = 4

» The object appears on the slide with the effect animated.

« Emphasis » and « More emphasis effects » T

» The object, present in the slide, is animated by the effect (Especially the text)

« Exit » and « More Exit Effects » *

» The object disappears from the slide while animated by the effect.

« Trajectories » and « Other trajectories » s

The object follows the movement of the trajectory.

£ search

By clicking on « Other...», we open a

ave (@ of) My plan_Living healthypptx v

me Insert Draw Design Transitions Animations Slide Show Record Review View Help

window where the effects are classified into
several categories. If the « Preview » box
of this window is checked, we have a
preview of the effect on the selection of

. . . D ¢ ¥ W % | 3T | W W W
objects just after its application. apexr e g Foah | spi | Wpe  Swpe  Whee
WOk %
In « Normal » or « Slide Sorter » display | =" == ==
mode, the icon * appears next to each P XM A& Fx ok K K
thumbnall that Contalns an ObJeCt that has rﬂu\; Ca\.nr‘.P:l T.ee:(;r Spir Grow/Shrink  Desaturate Darken Lighten
an animation effect applied to it. Complemen. LneColer il Celer
Exit
On the slide, if the « Animations » tab is | ¢ ¥ % K It % X
Disappear Fade Fly Out Float Out Split Wipe Shape Wheel
enabled, or if the « Animation Pane » (see | » # %

later) is displayed, an appearance order
number appears next to each object that
has an animation effect.

¢ More Entrance Effects..

¥£ More Emphasis Effects.

¥ More Exit Effects.

1% Mare Motion Paths,

k

Transparency Object Color

Random Bars  Shrink & Tum

If an object has multiple effects, multiple
numbers appear next to it.

Glimpse

To preview all the effects of the slide (by default, in the order of their application), except those triggered
by clicking on another object (see below), click on the upper part of the « Preview » button (first button

under the « Animations » tab).
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Selecting effects
» To select: An effect: click on its line in the pane, or on its number in the slide.
» Multiple effects: Ctrl + click on each effect line, or on each number in the slide.

» All effects of an object: Select the object on the slide.

Removing effects

» Select the effects you want to delete, and then press the Delete key.

Three options for the effect are available:

» « Start by clicking » is the default option. A « mouse » icon B follows the sequence number of
the effect, which will be triggered by clicking on the slide.

» « Start with the previous one ». There is no icon for this option.

» « Start after the previous one ». A « clock » icon follows the sequence number of the effect,

which will be triggered automatically after the previous effect during the slideshow. C

> start jonClick <] | | [ Start: [On Click v|

(© Duration: [0050  _ | (© Durati| On Click

(®Delay: (0000 || (D Delay; With Previous
Timing After Previous

SLIDESHOW PRESENTATION (F5)

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help

@ !EE !EEI '__\d Hi -‘ ,—_IG Ejé [v] Use Timings L Monitor: %‘ [] Always Use Subtitles
From From Custom Slide Rehearse Set Up Hide Rehearse Record = = - -
[v] Play Narrati [v] Show Media Control: [~] Use P ter Vi Lz Subtitle Sett v
Beginning Current Slide Show v with Coach  Slide Show Slide Timings v = Play Narrations = Show Media Lontrols = e Presenter View "_‘@ uptitie Settings

Start Slide Show Rehearse Set Up Monitors Captions & Subtitles

Displays slides one at a time for a computer presentation. This presentation can be run manually: you
« click » with the mouse to move from one slide to another. The presentation can be displayed
automatically: each slide remains on the screen for a predetermined time and then moves on to the
next one. Slides can contain animation and transition effects and will be displayed with these effects.

A slideshow can be viewed:
» Full screen: this is the default option.
» In Reading mode

» In awindow
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Full screen slideshow

To start the slideshow in full screen: F5 or (ALT F5 — Presenter Mode)

»

»

»

»

»

Click the « Slideshow » button /= located in the status bar.
The slide show starts with the active slide.

Or: On the « Slide Show » tab, in the « Start Slideshow » group, choose « From the beginning »
or « From the current slide ».

To exit the slide show, press the Esc key or the minus key.

A toolbar with four buttons appears at the bottom, on the left of the screen (otherwise move the
mouse to make it appear).

Slideshow in Reading view

»

»

Activate the « Reading Mode » button® | located on the status bar. The slide show starts with
the active slide.

Or: under the « View » tab, in the « Presentation views » group, click the « Reading Mode »
button. The slide show starts on the first slide.

Hiding slides

»

»

»

»

One may wish not to show some slides from the slideshow.

In « Normal » or « Slide Sorter » mode, first select the slides you want to hide.
On the « Slide show » tab, in the « Configuration » group, click on the « Hide
slide » button. ﬂ

In « Normal » mode or « Slide Sorter » mode, the numbers of hidden slides are

crossed out. H | d e

To remove the masters, select the hidden slides, in the « Configuration » SlldE
group, then disable the « Hide slide » option. The numbers of the « Unhide
Slide » slides are no longer crossed out.

Projection in presenter mode

»

»

Projection in Presenter mode requires two screens to be attached to the computer: one used by
the presenter, the other facing the audience.

When the presenter views the PowerPoint presentation, their screen is different from yours, here's
what they see:
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LIVING
HEALTHY

GOOD NUTRITION - EAT WELL

e B ) L/ BN B [ | 7;'LL4, ( By 8L\ WAL N

/EQZ0NO

Pen annotation and laser pointer

Laser pointer

The laser pointer can be used in Slide Show mode or in Reading

mode. .ﬂ‘? Laszer Pointer
To make the mouse pointer look like a laser pointer, press Ctrl + & Pen
click. £ Highlighter
We will see below that his movements can be recorded. er
nk Colaor A

By releasing the Ctrl key and the mouse button, the pointer returns to
its usual appearance.

Pen button
Arrow Options

In « Slideshow » mode, use the Pen button # (at the bottom of the
screen).

See other buttons

Open the presentation you want to project, then launch Presenter view: on the « Slide Show » tab, in
the « Monitors » group, check the box « Use the « Presenter » mode.

The audience sees the presentation, slide by slide.
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The presenter screen contains additional elements: slide thumbnails, next slide buttons, previous slide,
pen button, slide button, slide comment area, with zoom; it also specifies: the number of the slide
displayed and the time elapsed since the beginning of the presentation.

=3 SHOW TASKBAR % DISPLAY SETTINGS ¥ EEE! END SLIDE SHOW

N ©
@ EHde1of8 @

KEYBOARD SHORTCUT

CTRL+ X Cut

CTRL + ESC Show Start menu

CTRL+C Copy

CTRL+V Paste

CTRL+2Z Cancel an operation
CRTL+A Select all slides in Sorter view

Select all text boxes and pictures on a slide
Or select all text in a text box

CTRL+P Print the document

CTRL + END Go to the end of the document

CTRL + POS1 (HOME) Go to the top of the document

F4 Repeat the last operation

F5 View slideshow

ESC Closes a window in an application
F7 Spell checking

F1 Displays help

This documentation was produced from the SEME 2010 documentation and the CoursBardon training,
available on the Internet.

\\Dlink-0e9656\\Course Notes\2016_MSOffice\PowerPoint\PowerPointLevel2.docx
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POWERPOINT + EXERCISE 1

Open file: « First Aid »
Slide 1

FIRST AID

A. Type the text in the appropriate placeholders « First Aid »
B. Insert a picture

Add a new slide: Title and content

TREATED BOBOS

X Cut -
X Frostbite
% Sunburn

Enter the following text:
The text, in the form of a list, must be centered vertically in the placeholder
Change the slide layout for 2 contents

Insert a picture: Name: « BOBO »

mo o w »

Make sure this one is the second slide
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Slide 3:

A. Make the following changes:

cuT /a\

X Symptoms X Action to be taken
= Bleeding * Clean the wound with soap and
* Oozing water

* Make a dry dressing
* Check tetanus vaccination

Presented by FORMATION-CAD 3

B. Increase List level (As above)
C. Use paragraph spacing (your choice)

Slide 4

AID /0\

o
& Poison Control Centre: 1 -800-463-5060
ﬁ Ambulance: 911

o
& Police: 911

This number is functional throughout the province of Quebec

4

Change the chip for a phone (Found in « Symbol », Wingdings)
Change the color and size of the chi to 150%
Align text in the middle

Paragraph spacing before and after of 15 pt

m o o w »

Insert a text box on this slide: This number is functional throughout the province of Quebec
1. Create a footer with the slide number and your name in the center.
2. This footer should not appear on the title slide

3. Prepare to print as documents of 3 slides per page
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POWERPOINT + EXERCISE 2

Open the « Fishing excursion »file

A. The theme of your presentation will be in your folder:
From the presentation « Template Fish »

Slide 2

A. Arrange the text in two columns OR maybe see « Designer »

B. Use paragraph spacing to improve presentation
Slide 3

A. Table to create as follows:

Fishingguota _——
@&

_ Maximum amount per day

Trout 7
Golden fish 6

Pike 3
Fishing activity 3

Slides 4

A. Chart to create with the same information from the previous table
B. Pie CHART

R

Maximum amount penday

H Trout ™ Golden fish = Pike

Fishing activity 4
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Slide 5
A. Convert to SmartArt (cycle)

Purpose and objective

'S
e®e

Fishing activty 3

B. Create a footer with the slide number and the following text: Fishing activity
C. Hide slide 2

POWERPOINT + EXERCISE 3

Open « Veggie for life »
A. In group « Design »— « Browse for Themes », choose « Template_Food »in your folder

Header and footer: Type your name in the footer and active Slide Number

A. Don’t show on Title Slide
B. Apply to all

Slide 2
A. Reset slide 2

. & Healthy vegetarian cooking can be a way of life or a step
to take. Some will adopt it because of precarious health,
others to vary their diet.

«* No matter why you cook healthy, it will bring you well -
being, health and pleasure as long as you follow the rules
of good food.

= Do the virtual exploration and experiment with recipes
that you will certainly find delicious.

Welcome WELCOME

3 Healthy vegetarian cooking can be a way of life or a step to take.
Some will adopt it because of precarious health, others to vary their

diet.

32 No matter why you cook healthy, it will bring you well -being, health
and pleasure as long as you follow the rules of good food.

3¢ Do the virtual exploration and experiment with recipes that you will
certainly find delicious.

Slide 3

A. Convert into « SmartArt »

ADDITIONAL INFORMATION

Who forms the committee?

Recommended servings per day

In harmony with the cosmos

-

B. Change color and style
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Slide 4

A. Change « Layout for « Two Content »

o Lentil soup

o Split green pea soup

B. Insert a picture and explore « Picture Format »

Slide 5

A. Use « two columns »

B. Paragraph: Spacing before and After: 6pt

LENTIL SOUP

1 tbsp olive oil

1c. lentils

2 cups canned tomatoes
1 large grated carrot

2 large chopped onions

1/2 cup grated Swiss
cheese

1 pinch thyme

N

Slide 6

1 pinch marjoram

4 tbsp chopped fresh
parsley

1/2 tsp sea salt

"

o 5 cups vegetable broth

A. Hide Background Graphics and replace by a picture

B. Make a few changes

SPLIT GREEN PEA SOUP

1cup split green peas

1/2cup hulled barley soaked 8
hours

L

12 tasse of water

4 tsp vegetable concentrate
1 tsp celery seeds

1 bay leaf

L

L
-
-
-
-
-

-

3 diced carrots
1 diced potato
4 tbhsp tamari
1 tsp sea salt
1/2 tsp basil
1/2 tsp thyme

Slide 7

A.
B.

Cook the split green peas and barley over low heat in water and vegetable
broth for about 45 min., adding the celery seeds and bay leaf. Add the
vegetables and cook for another 20 min. Season with oil, salt, basil, thyme
and parsley after cooking.

Yo name

Change layout for « Comparison »

« Ingredients »and « Fruit filling »are dialog box header

Ingredients Fruit filling
-~ 3eggs «~ 540 ml (19 oz) 1 can of welidrained
& 2ml (1/2 tsp) salt pineapple pieces

« 284 ml (10 0z) 2 boxes of drained
“gzopleun allpur[fose deur mandarin wedges or 375 ml (1 1/2
» 375 ml (1 1/2 cups) milk cups) of half orange wedges
«~ 45ml (3 tbsp) melted butter

"

125 ml (1/2 cup) sweet coconut flakes

175 ml (3/4 cup) firm yogurt
flavoured with orange, lemon or
vanilla

"

Cover the bulgur with boiling water and soak for about30 min. If after this time there is

water in the bulgur, wring it out in a cloth. Mix all ingredients and serve cold.

Yourrame.
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