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Aim of The Course

The aim of this course is to provide,
Presentation programs,
Main operation programs,
File operations in Microsoft Powerpoint 2013,
Creating slayt in Microsoft Powerpoint 2013,
Applying a theme in Microsoft Powerpoint 2013,
Implementing a transition effect in Microsoft Powerpoint 2013,
Making plug-ins in Microsoft Powerpoint 2013,
Using the master slide in Microsoft Powerpoint 2013,
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Presentation Programs

» To give information about on various topics to a specific group
of participants is called a presentation to the activity for
teaching or teaching purposes.

» Today, the most common way to prepare presentations is to
benefit from the presentation programs.

» Presentation Programs are programs that provide all the tools
needed to prepare the presentation.

» The most important function is to make presentations more
effective, efficient and attractive.
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Main Presentation Programs

» Presentation programs are usually included in office suite
software.

» The main Office packs are Microsoft Office, Apache
OpenOffice and LibreOffice software

» Microsoft Powerpoint, is a commercial software which is the
most commonly used presentation software.

» The free Apache OpenOffice Impress and LibreOffice
Impress software are also the main presentation programs.

F.I Microsoft’ @ D lereOfﬂce
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Main Presentation Programs

> There are different versions of the Microsoft Office suite and
therefore of the Microsoft Powerpoint program

Ex: Microsoft Powerpoint 2003, Microsoft Powerpoint 2007,
Microsoft Powerpoint 2010, Microsoft Powerpoint 2013,
Microsoft Powerpoint 2016

» The most commonly used Powerpoint program is Microsoft
Powerpoint 2013, which is included in the Microsoft Office
2013 package B
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Microsoft Powerpoint 2013

» The easiest method to run Microsoft Powerpoint 2013 is to use the
search box.

0 53 Filters

Best match

@l PowerPoint 2013
Desktop app
Recel

9.pptx

ITEC115-Konu9-Sunum Programilari.pptx

8.pptx

Documents »

W lab_4 POWERPOINT.doc
Folders »

B PowerPoint_Presentations Zip

Microsoft PowerPoint Presentation file

2 powerpoind
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Microsoft Powerpoint 2013

» Adraft must be selected from the screen that is opened after
running Microsoft Powerpoint 2013.

? - 8 X
. ;
POWe r POI nt Search for anline templates and themes pel Sign into get the most out of Office
Suggested searches: _ Presentations  Business  Orientation 43  Education Blue  Personal Learn more

-

7 N

( Make Interactive Videos
Ta ke a 9 with PowerPoint and Office Mix WO“D TYPE
®
@ |TEC115-Konu9-Sunum Progra... to ur B Ofice Mix
Desktop » 2_Courses » [TEC115_190 -...

ﬂ'| 8.pptx

Desktop

Blank Presentation Welcome to PowerPoint Create an Office Mix Wood Type

@l [TEC115-Konu8-Islem Tablolar...
Desktop » 2_Courses » [TEC115_190 -...

7.pptx
@ P Quotable :
CELESTIAL L
@ [TEC115-Konu7-lIslem Tablolar...
Desktop » 2 Courses » [TEC115_190 -...
lon Boardroom Quotable Berlin Celestial
&| 6.ppitx
Desktop
Bl [TEC115-Konub-Kelime Islemc... MINE
] Desktop » 2_Courses » [TEC115_190 -... DIVIDEND
73 ITEC115-Konu5-Kelime Islemc... CROP CIRCUIT
Desktop
ﬁ| ITEC115-Koenu5-Kelime Islemc...
Desktop » 2_Courses » [TEC115_190 -... Savon Crop Circuit Dividend

[ Open Other Presentations
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v e ‘
v

MAIN EVENT \ -
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Microsoft Powerpoint 2013

» After selecting the draft, the window that appears will be as
follows.

EH B = Presentation - PowerPoint ? B - x
HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW WIEW STORYBOARDING Sign in

s Cut I:l Layout ~ Text Direction O Shape Fill % Find
' F
D Copy 5] Reset Align Text ALLd G- o Shape Outline 32c Replace ~
F 9 F P!
ew

Paste : N, J be AV - —| Arrange  Quick
- Format Painter  glige~ [ Section ™ B I U S e Convert to SmartArt K IRTANE O - d - STIE Shape Effects [ Select~
Tabs lllllllll o Slides Font paragraph = Drawing & Editing
1

Buttons

Prewiev ::I
area
Click to add title

Click to add subtitle

:> Working
area

Notes pane Zoom in / Zoom out /
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Microsoft Powerpoint 2013

» All menu options, toolbars, buttons, and settings are grouped in
tabs according to their functionality.

» The related buttons are positioned within each tab.

P 3] T - Presentation] - PowerPoint ? B - x
HOME IMSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW STORYBOARDING Sign in
——l Loyt - ~

o = E~~Ooo - O i Find
D I“.ﬂFle:et Q—|_—|_,E:>@E| - U fac Replace -
Pav:-te SEJ;:; = Section ~ o& IRTANE SR 41 f-\rravnge [-\‘ Select -
Clipboard ] Slides Font Paragraph Drawing Editing S

Tabs
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Microsoft Powerpoint 2013

BHS OB -

» Each page In the presentation file Is dove | e DEsi
called a slide. “D e = o

» After preparing the presentation file - soe O
In Powerpoint, you can switch to full T e—-
screen presentation mode by running ...._3__
Slide Show. |Ses et

» The F5 key on the keyboard can be
used as a shortcut.

Jerae Arrea
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File Operations

> The first tab In the

Powerpoint program is

the File tab.

> File operations can be

performed using the
options on this tab.
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File information < ——BlES
Create new file <{—]
Open file { —]
b _

Save _ Save
S diff t A |
ave as dirreren — Save

name .
rintr _
]

Share — Share

Close file

ccccc

Options {—]

Open
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Recent Presentations

OneDrive

Recent used

Computer

presentations

Add a Place
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Creating Slide

» Use text boxes to add information to slides.
» It 1s possible to click on the boxes and write.

Click to add subtitle Text boxes

Click to add title AN
ﬁ
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Creating Slide

» A newly opened Powerpoint file consists of a single slide.
» There are different ways to add a new slide:
Using the New Slide button on the Home tab.

On the left side of the program window, right-click with the
mouse and use the New Slide option.

Using CTRL + M as shortcut to keyboard.

ITEC102
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Creating Slide

HOME IMSERT DESIGM TRAMSITIONS ANIMATIONS 5L

5 Cut A A FILE HOME IMSERT DESIGM TR
1 Copy T Lavout
¢ Eormmat Paint B I U Sach-a-|A o =] Bl tayeu
ormat Painte ER Copy 4 Reset
oboard Paste < . Mew _
- Format Painter | gjjde~» [ >ection~
"""""""""""""" Clipboard & Slides
‘lI
Title Slide Title and Content  Section Header
Two Content Comparison Title Cnly O
T'_h, Paste Options:
T T o, el
- -~ - 1 fa]
’ ’ [T New Slide
Blank Content with Picture with | — -
Caption Caption 1 = Add Section
151 Duplicate Selected Slides
% Slides from Qutline...
] Reuse Slides...
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Creating Slide

» The appearance of the slides HOME | INSERT  DESIGN  TRANSTIONS  ANIMATION
can be changed from the - mwm, -y
o New | o0 !

Layout button on the Home ? Format ainter  ige-
tab. asboard T mar

> Th|S bUtton mUSt be used Title Slide Title and Content
after selecting the desired .
slide to change the view.

vV

1_Blank Section Header

Blank
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Creating Slide

» To delete the added slides, after % cut
selecting the slides from the fi i —
forecast window on the leftsideof = ... =12
the page, right-click with the mouse S5 8 Newside
and use the Delete Slide option or B "w
the Delete key from the keyboard. 5 Aegsecton

16 o | E@ Publish Slides

17

. Of  Storybeoarding b

¥
4

112
16
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Creating Slide

40

» When preparing a presentation, | % o
- - . A g8 Copy
many slides with the same title may —
be needed. =
) o 1] New Sl
» The easiest way to do this is to 15 s
duplicate the slide and then make = balbiiiial
the desired changes in the slide. ES Pubish Sices
» To do so, right click on the slide and 6|5 Leyow

use the Duplicate Slide option.
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Creating Slide

» To change the order of the slides in the presentation, the slide
must be held with the mouse and dragged to the desired

location.

» If the location of the slide will be changed too much, it will
be more convenient to switch from the View tab to the Slide
Sorter view.

FILE H INSERT DESIGM TRAMSITIONS AMNIMATIONS SLIDE SHOW REVIEW STORYEOARDING
Colo Arrange All | D
= E Q [ &S 51 e~
I%ﬂ:arcad
Mormal Ou tI e Slide otes Reading  Slide Handout Motes Zoom Fitto Switch Macros
r fPage  View  Master Master Master Windaw -E' ckand White  yy; dow Windows ~
IMaster Show Zoom Color/Grayscale Window Macros
9 10 11 12
Elzyt Olughurmak Slayt Olughurmak Elayt Olusharmak
o oo ETping 1 » Elytlarm gortname Homs - 5
|’T\ == Shayt O=1—-
\&/ 3
— i
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Creating Slide

» Many operations can be done with text in slides.
» The buttons here are as in Word.

Change font size

U U U Clears all applied

Change font <:IT|rne5 MewRom~ |26 - A A formatting

Bold thetext<:|ﬂ I U s ahve AV - Aa - _& |:>Usedtocolonzetext

Writes text in j
italics

Converts selected text to uppercase /

Underli Draws
nethe APPIIES the text lowercase
text shadow Used to open /
o the collapse the range
text

of letters in text
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Creating Slide

» Many operations can be performed with paragraphs in slides.
» The buttons here are as in Word.

Increases /
Adds bullets. decreases

indent Change the direction of the text

“ u A Text Dlrectn:ur'l - Determines vertical
alignments of texts
|: ]Allgn Text - I:> P

__T

- Cu:urwerl: to Smartrt -

Toxt al aht left Used to split text Converts text to
ext aligns ngnt, leMn, into columns graphic format
and sideways

Sets the line spacing in
the paragraph
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Apply Theme to Slides

» Themes should be used on the Design tab to apply the theme

to the slides.

» When navigating to a theme with the mouse, it is possible to
preview the slides.

f&a

Aa
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Apply Theme to Slides

» All slides will be organized according to the selected theme the
theme.

» On the theme to be applied, the selected theme can be applied
to all slides or only selected slides with the right mouse click.

FILE HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE *

Apply to Selected Slides
20 Set as Default Theme

Add Gallery to Cuick Access Toolbar
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Apply Theme to Slides

» Arrangements can be made on the selected theme

» After selecting a theme, you need to use the Colors, Fonts,
Effects and Background Styles buttons.

—3— 1Y

Variants

- - w -
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Implementing Transition Effect to Slides

» The transition effect can be applied to slides in the
presentation file. This effect determines the animation to be

applied when moving from one slide to another.

» The options on the Transitions tab must be used for this. The
effect will be applied to the selected slides by clicking on them
with the mouse.

» To apply the effect to all slides, you need to use the Apply to
All button after selecting the effect.

O

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW STORYBOARDING

W = 4 & = W o

Fade Push Wipe Split eal Random Bar Shape Uncover

. 4}, Sound: |[No Sound]  ~| Advance Slide
- On M Click

T 00,70 - %l On Mouse Clic
z ic-nr 53 Apply To Al After: |00:00,00 -
Timing

=

Transition to This Slide
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Implementing Transition Effect to Slides

» The speed of the effect applied to the slide transitions can be
changed using the Duration option.

» AS the time increases, the duration of the visual effect will
Increase.

» The duration application will only be applied to the selected
slides. The Apply to All button must be used to apply to all.

4L, Sound: |[No Sound]  ~| Advance Slide In this example, the
- _ : transition effect will
' Duration: 101,00 : be applied for one
IC3 Apply To All After: |00:00,00 2 (1) second.

Timing
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Implementing Transition Effect to Slides

> It is also possible to add sound effects to
visual transition effects. @ [No snuanancesnde

» After selecting the desired slides to add ~ © Puretiereseund]

2 Apply T [Stop Previous Sound]

effects, the Sounds option in the Applause
Transitions tab should be used. Voo
» To apply the effect to all slides, the —
Apply to All button should be used.. Cash Register
Chime
Chck

Coin
Crrurn Roll
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Implementing Transition Effect to Slides

» Slide transitions are made by mouse click or by touching the
keys on the keyboard by default.

» Advance slide section should be used to make slide transition
automatically.

» To do this, you need to deselect with the mouse (On Mouse
Click) and set the time.

In this example, the
slide will stand on
the screen for five
(5) seconds and will
automatically switch
to the other page.

Advance Slide
On Mouse Click
| After 00:05,00 >

4}, Sound: [[No Sound] -~
(X Duration: 01,00 |
53 Apply To All

Timing
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Implementing Transition Effect to Slides

» In this example, the slide will stand on the screen for five (5)
seconds and will automatically switch to the other page. If you
click with the mouse before 5 seconds, you will switch to the
other slide.

Advance Slide
¥ On Mouse Click
| After: |00:05,00 -

"E} Sound: [Mo Sound]
(5 Duration: 01,00
=3 Apply To All

In this example, the
slide will stand on

:>the screen for five
(5) seconds and will
automatically switch
to the other page. If
you click with the
mouse before 5
seconds, you will
switch to the other
slide.

Timi
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Applying Effects to Objects

» Animations can also be applied to text, text boxes, and objects
on slides.

» To do this, first select the desired text, text box, or object.

Implementing Transitione Effect to Slides

—————————————————————————— i———-" """ """ ——=-—0

» Slide transitions are made by mouse click or by touching the
keys on the keyboard by default.

?
i
|
i » Advance slide section should be used to make slide transition
|
|
|
|
|
|
|

)

automatically.

» To do this, you need to deselect with the mouse (On Mouse
Click) and set the time.

L ———————————
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Applying Effects to Objects

» Then the options in the Animation group in the Animations
tab should be used.

| HOME INSERT DESIGN TRAMSITIONS SLIDE SHOW REVIEW VIEW STORYEOARDING

,: JI‘ ) ’.I.I jr 1 r o - ¢

MNone Appear Fade Fly In Float In Split Wipe Shape = ect
ptions =
Animation P
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Applying Effects to Objects

» It 1s possible to make adjustments on added animations.
» To do this, the Effect Options button must be used after the

animation i1s added.

TRAMNSITIONS AMIMATIONS

¥ | W

de Fly In Float In

Animation

ITEC102

SLIDE SHOW REVIEW VIEW STORYEQARQIMG

) | ¢ x w O

Split Wipe Shape \=| CEffect

FORMAT

Add

1* M Animation Pane
Trigger -

- Options ~ /Animation - #*= Animnation Painter

irection inimation
¢ From Bottom
Slaytlara Gecis Efeki A Fomeotom et
> Slayt gecisleri 6n tanimli =2 FromLet ama veya
klavyedeki tuslara dokum e lir.
rom | op-Len .
> Slayt gecisini otomatik c L Ileri Slay
Ayarlart (Advance slide Ny FromIop malidir.
» Bunun icin fare ile tikla (1 FromTopRight secenedini
kaldirmak ve zaman ayar: aektedir.
e From Right
®, Sound: |[No Sound] - R From Bottom-Right Burad:
- . R <l slavtb
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Applying Effects to Objects

» To see the details of the added animations and make changes on
them, the Animation Pane must be opened.

'|'* %M Animation Pane P Start: | On Click = | Reorder Animation
(=
Trigger - & Duration: - Move Earlier
Add -
Animation ~ *% Animation Painter - Mowe Later
Advanced Animation S
v X

Animation Pane
b Play Selected

19 Slayt gecigleri ...[]

1a veya 2 % Slaytgegigini.. []  ~

leri Slayt
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Applying Effects to Objects

» To remove an added animation, select from the animation
window and use the Delete key from the keyboard or right-
click with the mouse and use the Remove option....

Animation Pane ~ X
- Play From -
19 Slayt gecisleri ...[]

2 9% Slayt gecigini ... [_| El

Jro| Start On Click

s’

Start With Previous

(5 Start After Previous
Effect Options...
Timing...

Hide Advanced Timeline

Bemowve

ITEC102
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Applying Effects to Objects

» The effect duration and the delay time can be set for
animations..

» The options in the Timing group on the Animations tab are
used to determine the animation speed.

Dfetet[minezthle duraticz[n ; » Start |On Click * | Reorder Animation
of entry and placement o _ -

the text in the slide. {——@ puration: DD,&D

Specifies the dwell time b@ DD,DE)

of the text before it enters —
the slide. Timing
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Applying Effects to Objects

» It 1s possible to determine when animations applied to objects
will start.

» The animations on the slides will be triggered by clicking on
the mouse (on click).

» The other options are the options with the previous animation
and after the previous animation.

Start: |On Click v
(@ Durati On Click |:> Activates by mouse click
.EL::. Delay: With Previous I:> Active with previous animation

After Previous |:> Active after previous animation

........ =

ITEC102 35



Applying Effects to Objects

» To change the order in which the
animations are displayed, the arrows
In the top of the window must be usec
after the animation to be changed is
selected in the Animation Pane.

» The sequence of animations can also
be changed by drag and drop.

Animation Pane
Play From

Mesnelere uy... []

Slaytlardaki a... [_|
Diger secenek... []

- ] e —

ITEC102

v X

-

36



Making Ad Ons to Slides.

> The Insert tab should be used to add the slides.

» Table, Picture, Picture Online, Shape, and Font (WordArt) can
be added to slides as in word processing (\Word).

HOME DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW STORYEOARDING FORMAT
T E Nl e 2Ol A @F D EDNABRDS TOQ OO L)

MNew Table  Pictures Online Screenshot Photo | Shapes SmartArt Chart &9 My Apps - Hyperlink Action Comment  Text Header WordArt Date 8 Slide Object Equation Symbol  Video Audio  Screen
Slide - - Pictures - Album = - ! Box & Footer ~ Time Number - - *  Recording

Slides Tables Images Illustrations Add-ins Links Commen ts Text Symbols Media
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Making Ad Ons to Slides
> Use the Table button to add

I HOME IMSERT DESIGM TRAMSI

a table to the slides.
» Table adjustments can be R | Fictures Onine Screenshot. Photo
made from the Design and P Tebie
LI0I0] The table can be
Layout tabs that are opened ggg:> added by
" selecting the
after the table is added.. === S S
LI and columns..
000
[
B Insert Table...
™ Draw Table

E['g Excel Spreadsheet
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Making Ad Ons to Slides

» The Picture button must be used to add pictures to the

slides.

» After clicking the button, the image should be selected from

the pop-up window
| HOME INSERT DESIGM TRAMSIT

D E+@

Table\ Pictures {inline Screenshot Photo
PebuEs - Album -

Tables

ITEC102

‘am Local Disk (C:)

A+ [E] « Users » CihanUnal » Pictures » w | 0 Search Pictures 2
Organize = Mew folder E ~ M o
22 Dropbox
@ OneDrive
O This PC
a0 Autodesk 360 Carnera Roll Sawved Pictures _83351965_explor
Desktor erd73lincolnshire
P woldssouthpictur
ocuments ebynicholassilk...
D t bynicholassilk
* Downloads
D Music
[&] Pictures
m Videos

L

File name: |_83351965_explorer273lincolnshirewoldssoutk V| All Pictures (".emf;*.wmf;™ jpg;” ~

Tools - Insert Iv Cancel

39



Making Ad Ons to Slides

» To add a picture to the slides on the internet, click on the
Online Pictures button and a search should be made and a
picture should be selected.

AE INSERT DESIGM TRAMSIT

X
. o, = |
Pictures Online Sgreenshot Photo b blng presentation n =

Pictures

Boyut ~ Tar ~ Renk ~ Yalnizca Creative Commons v  Filtreleri Temizle

| hate slides

Sskamsthy, (1w e Lwing. Luy s pmtirn ssttniel
Aoy T

O
logwortiress g

Telif hakk: da dahil digerlerinin haklarina saygi duymaktan

o ildi Ekle iptal
sorumlusunuz. Buradan daha fazla bilgi edinin. ti60e sechds. P
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Making Ad Ons to Slides

» To add a shape to the slides, click the Shapes button and the
desired shape should be selected from the pop-up window.

[=] I I &l Store E

Shapes SghartArt Chart & My Apps - Hy

Recently Used Shapes

-\xD@Da11¢&@::$

Once the shape
is selected, it

CRTANE S I can be drawn
Lines into the slide.
SNSTLLTLRING % |

Rectangles

OGO OO0d

Basic Shapes

EOAMNOITLSOOO®®
@GLOOOr Ly ag
O0@~A0E0XRE T3
(J{xC )«
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Making Ad Ons to Slides

» To add fancy text to the —
] ] 0 3
slides, click the WordArt at;& lil GE qu.m —
button and select the Time_Mumber ;
desired font type.

» The settings for the
Inserted text can be
made later from the
Format tab.

After the
f N writing style
= :> is selected,

fancy writing

A e

=

A
N\
A

> P> > >
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Making Ad Ons to Slides

> The Slide Number or Date and Time buttons on the Insert tab
must be used to add page number, date and time information to

slides.
= 4

Box & Footer Time Mumber

Text Slide  Motes and Handouts

Include an slide

Add date and time as <::I [ Date and time

LCalendar type:

Preview

header Update automatically

[1.9.2017 |
Update date and time & Language:
automatically [Turkish

“ | |Gregnrian

Fixed
Add a constant header <;j |

Insert page number <:‘_‘_‘I Slide number

Apply to all
slides

Footer
Add footer & ? ITECT15/1TEC190

j Don't show on title slide
Viewing bottom and top

information on the first
slide

J

Apply

| appiytoan | | cancer |

ITEC102
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Making Ad Ons to Slides

> Use the Audio button on the Insert tab to add an audio file to
the slides.

» To add an audio file from a folder, you need to select the file

from the pop-up window using the Audio File (My PC ...)
option. e g

>
“— v < StudentData In Progress » Sound_Video v | @ Search Sound_Video pel
‘D Organize « MNew folder == ~ [H o
=+ 23 Dropbox *  Name Z Title Contributing artists Al
. . |
Vidgo Audio /Screen _ @ Chimes.wav "
- - Recaordin ‘@ OneDrive )
|®| Ding.wav
L
- = Autodesk 360 @] Tada.wav
Eecord modio... ]
[ Desktop
= Documents
4 Downloads
J’! Music
&= Pictures
B videos

. Local Disk (C2)

File narme: | Notify.wav v| Audio Files (*.adts;*.adt:*.aac*, ~

Tools - Insert |v Cance
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Making Ad Ons to Slides

» Once completed, a clickable speaker image will appear inside
the page.
» To play the audio file during the presentation, click this picture.

ITEC102 45



Making Ad Ons to Slides

» To make adjustments to the added sound effect, the Playback
tab that opens after clicking the speaker image representing the

audio file must be used..

EH S I = 9.pptx - PowerPoint AUDIO TOOLS
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  STORVBOARDING FORMAT  PLAYBACK
o 11""\1" Fade Duration 1?1 [** Start: |On Click Hide During Show e
p:}r E.:. S 1:31 ol FadeIn: (00,00 - ‘u’ol::!e Play Across Slides o ’ _ ﬂ Pﬁ{;
Bookmark Bookmark  Audio  lls Fade Out: (00,00 C - Loop until Stopped ewind after Plying Style Background
Preview Bookmarks Editing Lowi Audio §p\ionE Audio Styles
/ Medium
Play You can adjustthe | ithin the presenttion, — Back to top
lume of the : . .
Vo dio / Video fil Automatically, On Click (Play after audio /
Audio /Video file with Mouse Click) and Play video file is
at four (4) different Across Slides finished
levels..
AV
You can adjust the
volume of the Audio /
Video file at four (4)
different levels.
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Making Ad Ons to Slides

> Use the Video button to add a video file to the slides.

» As with the audio file, the details of the video file added to the
slides can be accessed from the Playback Options.

=] o=
Screen
Recording

E‘g Online Video...

5] Video on My PC...

ITEC102
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Using the Master Slide

» The slides in the presentation files take the design information
from the master slide. Therefore, if the design of the slides in a
presentation file is to be modified, it is better to make changes
to the master slide.

» The Master Slide button on the View tab must be used to open
the master slide view.

FILE HOME IMSERT DESIGN TRANSITIONS  ANIMATIONS SLIDE SHOW REVIEW STOR
= = e N P e Ruler = B cColor
ENSENEE B - = Q =

......... — L3

_ _ _ Gridlines _ B Grayscale
Mormal Outline 5lide Motes Reading andout Motes _ Motes Zoom Fitto N
View Sorter Page \View \ Master/ Master Master Guides Window mm Black and White
Presentation Views Master Views Show P Zoom ColorfGrayscale

ITEC102 48



Using the Master Slide

» The opened view will display the text boxes and objects in the
background of the slide designs.

» The formatting and changes made here will be effective on all
slides that have this page design, and after the master slide
view Is closed, the appearance of the slides will be changed.

ITEC102
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Using the Master Slide

EH®S- 0 F- 9.pptx - PowerPoint 7T EH - x
FILE SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW STORYBOARDING Signir

||j é’ ’_E Delete I:I ; Title rAal nColors' @Background Styles ~ li B Close the

'E):.Rename ..... Fonis' [ Hide Background Graphics

Insert Slide  Insert = Master Insert Footers ~ Themes Slide Close maSter Sllde
Master  Layout [# Presenve Layout Placeholder - - [ Effects - Size~  Master View
Edit Master Master Layout Edit Theme Background L Size Close VleW ~
1 =

Click to edit Master title style

> Click to edit Master text styles

» Second level
» Third level
» Fourth level
» Fifth

The master
slide design
area of the
selected slide
structure

1l =
303
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Adjusting Slide Shows

» The display mode settings of the slides can be made using the
Slide Show tab.

» The F5 key on the keyboard can be used as a shortcut to start
the slide show from the top slide..

FILE HOME IMSERT DESIGN TRAMSITIONS AMIMATIONS REVIEW VIE
B N - A | Play Narrations

i | £y

» ¥ B HE AR D

_ _ ¥ Use Timings
From From Present Custorn Slide SetUp Hide  Rehearse Record Slide

Beginning Current Slide  Online~  Show - Slide Show Slide  Timings  Show -

Staﬂde Show Set Up

+| Show Media Controls

Start the Start slideshow
slideshow from the from current
beginning. slide.
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Adjusting Slide Shows

~ Although it is included in the presentation, ~ * =
slide button should be used to preventa = ===
slide from being used in a slide show. S

4 lj.;' Delete Slide

» It Is necessary to select the slides to be

: : 51 e . st
removed from the show and click this =
button. T1 ) poase
. . . &) Format Background...
» Next to these slides there will be asign =
indicating that they were removed from the | = ==
slide show. |

> The same button must be used to include “ g} @
the slides in the show. )

ITEC102
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Adjusting Slide Shows

» The Rehearsal Timings button must be used to determine how
long the generated presentation is going to be explained.

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIE
Tk +| Play Narrations X
.Igr @ OV, 7| Use Timinas E> 0:00:02 -EJ 0:00:11
Set Up Hide  Rehearse Record Slide g 2 II ' ' ] 1
Slide Show Slide  Timings  Show~ /) Show Media Controls | M

- I

Time elapsed on the Time passed from
After clicking this slide on the screen the beginning of
button’ a slide the slide show
show with time
information will be
started.

ITEC102 53



ITEC102

LECTUIRIE
PIRIGSIENTATION PIROGIRAMIS
BINID OF SUBJECT

54



