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(I'ask 1 \

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

\Remove 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 € T T
PowerPoint presentation. Follow these steps: L o e

=] Layout ~
5| Reset

e Open PowerPoint Fese 1 o
e (Click Home Stie Toune.

e Click New Slide (the arrow) 7
e C(Click Slides from Outline

Title Slide Title and Content Section Header

e g i e o

Two Content Comparison Title Only

s

Blank Content with Caption  Picture

Duplicate Selected Slides

= slides from Outine...

=] Reuse Slides...

»:2 Insert Outline

2. Browse to the SUPERSCUBA.rtf file and click |~~~ owss o

Organize *  New folder

Insert. 2 Microsof: Office |

Favorites
I Deskiop

# Downloads
NOTE: 3. et s
:

I Deskiop

You should see that your slides have
been automatically created from the

information in the rtf text file. ek

4 Music

SuperScuba

* Super Scuba offers the following:

Click to add notes

slide 1 of 3 | "Office Theme® | &
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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:

Slides  Outline

e Right click the blank slide ‘o

43 | Copy

e Click Delete Slide N

pelete Slide

T FuDIEn Sides Click to add title

Check for Updates

B Layout .
Reset Slide Click to add subtitle

& Format Background...

wscumaant (5] pide Slide

— 1
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Kl'ask 2 \

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

Save 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:

20 A0

e Right Click the slide you wish to move - _ _T

° Select Cut - Super Subaofesthe ollevinE g oy

Paste

71 MNew Slide
Duplicate Slide
Delete Slide

) publish Slides

Best Places to Divi
]
- This chart shows the best places{ Checkforjiipdaes
s Layout »
Reset Slide

Format Background...

il | Hide Slide
Equipment

« Toscuba dive you need this equipment:

Click to add notes

Slide 3 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

B paste

= | Mew Slide

positions.

i-l-\-\‘4-I-\‘IQ-I-\‘I-O-\‘I‘IQ‘\‘I-I‘4‘\-I-I@W-I-IE-I-I-*
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(o B

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 |

\Save the presentation /

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

@ Fo-o0E- s tutorial_powei
Slide Master Home Insert Animations Review

The master slide is used to design the layout of slides | 1 & | || 3 ) e

[T Gridlines

Normal Slide Notes Slide i pndout Notes

before you start to add content to individual slides | e e shon

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 [ 2 be used on all slides

— Fourth level
» Fifth level

Setting styles, positions,

EName{' Candidate Number
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Normal Slide View

Normal Slide View is used to design slides individually.

Mark Nicholls — ICT Lounge

tutorial_powerpoint11!

Animations  Slide Show  Revie v VW

Home Insert  Design

=3 I V| Ruler
| 5 =5 @ B H
= DGridhnes
Slide Handout Notes
Master Master Master sl

lide Notes Slide
prter  Page  Show

|
Normal

Super Scuba

Super Scuba offers the following:

—

Equipment

To scuba diveyou need this equipment:

~

Best Places to Dive

This chart shows the best places to
dive:

Hame | Candidete Mumber

Hame | Candidste Mumbsr

Individual text on each
slide

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

Opening the Master Slide:
e Click View

e Click Slide Master

This will display the Master Slide

view:

NOTE:
Always select the Office
Theme Styled Master (at the

top of the list).

g Fo-c @ -
Slide Master Home Insert

ﬂ

Normal

Slide Master

=

Normal Slide

Sorter

Animations Review

J J 1 Ruler

D Gridlines

Insert

Slide |
Master

Home

£ r;y
Slide
Show

pndout Notes
aster Master

Notes
Page

) wggrter (| = slide Master

& Notes Page o
0P Slide Show ' E Notes M9

tutorial_powerpoint.pptx - Microsoft PowerPoint

Review View Developer Add-Ins. PDF Architect

Q (@ color] = o
& Grayscale =

New
= Pure Black and White || 1

Animations

Ruler
[ aridiines

==
=
Switch || Macros

Zoom  Fitto
Windows -

‘Window

Click to edit Master title style

« Click to edit Master text styles

— Second level
« Third level
— Fourth level
» Fifth level
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Closing the Master Slide:

Insert Animations Review View Developer Add-Ins PDF Architect

. . I it C°'°'S " || &4 Background Styles - Lﬁ

e C(lick Cl Master V " T
|C Ose aS er Iew Ini:n slide Insert 3 || Maste Insert _ [¥] Footers Thernes [O]effects - [T] Hide Background Graphics || Page Slide Al thse' |
jaster  Layout Layout Placeholder Setup Orientatiorll- || Master View

| oun & |

. . @ IE—— tutorial_powerpoint.pptx - Microsoft PowerPoint
e C(lick Slide Master

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:

T “' =
Slide Master Home Animations Review View Devel~-:--
e C(lick Insert ; L B RS al

Clip  Photo Shapes SmartArt Chart

e C(Click Header and Footer - At Album - -

e Open Master Slide View

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

Header and Footer

Slide | Notes and Handouts

Include on slide

Tick the Date and Time box
Select the Update Automatically
1/1/2013
0 tion Language:
p English (United States) lz‘ Western
Tick the Slide Number box Ort
Click Apply

| | Footer

D Don't show on title glide
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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:

- 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 1o dive:

- Toscuba dive youwill need this equipment

‘-\-\-E-\-t-\-e-\-I-\-4-\-I-I‘2-\-\-I‘O‘I‘I-I‘Z‘I‘I‘I-4‘I‘I‘I‘6‘I‘I‘I‘S-\-\‘*

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:

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

In this case | want to use the line
shape but you can easily select any of
on the

the others. It depends

guestion.

Lo @ -

Slide Master Home

Ellg)
(5]

Clip
Art

w Slide Master
=) S
db |
Table Clip
k4 Art

Home

i

Picture

Animations Review View

Animations Review View

=g
Shapes [SmartArt Chart

Recently Used Shapes

.,

Hyperlink Action

BExNOo0OALLDEY G

Click to edit Master

CRRTANE S

* Click to edit Master text stylds
—Second level

NESTLL TR G %

= Third level
— Fourtn ievel

ectangles
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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 llne by dOIng the werpoint.pptx - Microsoft PowerPoint Drawing Tools

fO I I OWl n g . dew View Developer Add-Ins PDF Architect

2 Shape Fill

=) & Shape Outline - || /A\

CI'Ck the Llne Theme Colors
H EEENEN

CIiCk Format 1807 06541300020
Click Shape Outline

Standard Colors

Select the Colour you want (Dark TR T

lick to edit

% More Outline Colors...

Blue in this case)

TITTITT

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)
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. Add the rest of the lines and then compare to the instructions given in the exam
guestion:

2 0 0BG e 2o 02 g e G 08100120

« Super Scuba offers the following:

Super Scuba

* Super Scuba offers the following:

« Toscuba dive youneed this equipment:

Best Places to Dive

+ This chart shows the best places to dive:

|-I‘I-8-I‘I-I‘S-I-I-I-4-I:-I-I‘2-I-I-I-0‘I-I-\-2-I‘I-I-4-I-I‘I-G-\-I-I‘B-I-I-1

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:

° Open Master Slide View Slide Master Home Animations Review View
e Click Insert | |l

Picture

e Click Shapes

2. Choose the shape (in this case a rectangle) Click to edit Master title styl
and draw it onto the Master Slide (The ‘ .
* Click to edit Master text styles

exam question would give you instructions — Second level
« Third level

which tell you where to draw it): = Fourthlevel ‘
» Fifth level
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3. Change the colour of the shape by doing the following:

Click the shape
Click Format
Click Shape Fill

Select the Colour you want (Light

blue in this case)

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(lick Send to Back

Click to edit Master title styl

* Click to edit Master text styles
—Second level

* Third level
— Fourth level
» Fifth level

Shape in front of

other objects

View Developer  Add-Ins

2 Shape Fill -

Theme Colors

Standard Colors
| ] | ENEER

Mo Fill

Drawing Tools

PDF Architect

A

1B 7 10105114

.Ili?hllll

View Developer Add-Ins
1 shape Fill - Aﬁ’ A - T4 Bring toTTENL T 1=
L shape Outline = | | g || ¥ send to Back - [¢]
Theme Colors - Bty Selection Pane Sk
F]

RIS

|41 105 em 2]

[

b2 110001203 040506171819 101111 121

Standard Colors

Mo Outline

mm_ __ssmmut Master title styl

#  More Qutline Calars...

Copy

Paste

Edit Text

Bring to Front

Send to Back

G (| T T

Hyperlink...

Click to edit Master title styl

* Click to edit Master text styles

—Second level
* Third level

— Fourth level

Zaifthleyel

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 R R N e R R T e S SR R IR oY)

Super Scuba

+ Super Scuba offers the following.

Super Scuba

* Super Scuba offers the following:

Equipment

+ Toscuba dive you need this equipmer

Best Places to Dive

» This chart shaws the best places to iffe:

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:

Insert  Animations Review  View Developer  Add-Ins PDF Architect

Master Insert

Open Master Slide View ol
Click Background Style g

title styl
Click Format Background i - —
: ic

) Format Background...

* Clickt
- Secorj.u v

Tl

Format Background

Fill I H
Choose Solid Fill picture |1 @ sl il

Select the colour you want (Very light © picture or texure il

|E Hide background graphics

blue in this case) cobor: 7]

Transpa Automatic

CI'Ck Close Theme Colors

my |
.III||||||

Standard Colors
HE ENEEN

More Colors...

] [ Apply to All
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2. Close Master Slide View and check that the background colour has been applied
to all slides:

|12|-|-|1D|-|-|-E-|-|-|-6-|-\‘\4-|-|-|-2-|-\‘\‘EI‘\‘\‘\‘2-|-|-|-4-|-\‘\‘6‘\‘|-|-E-|-:|-|1D\‘|-|12|

Super Scuba

* SuperScuba offers the following:

Super Scuba

* Super Scuba offers the following:

Equipment

* Toscuba dive you need this equipment:

"I‘I'8'\'I‘I'6'\'I‘I'4'\'I:‘I'2'I'I‘I'0'\'I‘I'2'\'I'I‘4"""'6"""'8""‘1

Best Places to Dive

* This chart shows the best places to dive:|

Click to add notes

Slide 1 of 3 | "Office Theme" | &
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Task 4

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

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

Save the presentation

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:
@ FOSCR <
Open Master Slide View e £ J
Click Insert | E S;J Sjin Cﬂh' ‘ o
Click Clip Art e |

Animations Review  View Developer

Search for the image you want (Type By sesch or:

tropical fish

tropical fish in the Search for: box) Search

All collections

Cl i C k G o 1 Results should be:

All media file types

Double click the image to add it to your
Master Slide
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2. Position the image in the correct place. e Master to stylos

evel
evel

rth level
Fifth level

o Left click the image
e Drag it into position

3. Resize the image so that it fits. '
Rotate handle

e Left click the image
e Use the handles to resize

NOTE: Resize handles
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\ 14204104008 8 0 F 65432l a0l 2 0345 G 78000 10 11420

Super Scuba

* Super Scuba offers the following:

Super Scuba

* SuperScuba offers the following:

Equipment

= Toscuba dive you need this equipment:

Best Places to Dive

= This chart shows the best places to dive:

J 918 17 6 B 4 B2 0 10210304 e e 7 1819

Click to add notes

slide 1 of 3 | "Office Theme" | ##
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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
Click Insert
Click Picture

Browse to the folder containing
the image (Section 16 Files)
Select the image you want to
insert (scuba_diver)

Click Insert

"

Slide Master

Elg
Ei]
Clip
Art

~ ~ =

Home Animations Review View

B Y 2

Photo Shapes SmartArt Chart
Album ~
llustration

i3 Insert Picture:

Organize

Iz Microsoft Office |

Favorites
B Deskiop
14 Downloads

«» Recent Places

M Deskiop
J Libraries

‘L. Documents.

OO [ « presentationautho... » powerpoint_tutorial_files

New folder

< ] Search powerpoin tuto

=S

clown_fishjpg scuba_diverjpg

k to edit Master title style

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

Slides Qutling X ||-12-|11‘\‘10‘\‘9‘\‘B‘\‘?‘\‘6‘\‘5‘\‘4‘\‘3‘\‘2‘\-1-|-D-|-1-|-2-|-3-|-4-|-5-|-6-|-:]-|-8-|-9-|-10-|-11-|12-||

Super Scuba

* Super Scuba offers the following:

Best Places to Dive

* This chart showsthe bestplacesto dive

Equipment

*To scuba dive you need thi

Best Places to Dive

* This chart shows the best places to divg:

[ 918 74615 4 32 L0 L2 1E 4156 718109
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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 styl : B I T P Y R

_ - New o Theme Fonts
EEE . T Calibri {Headings)| =
T Calibri (Body)

inter

* Click to edit Master text styles | =
—Second level
* Third level . B Arial
Lter text styles —
— Fourth level
» Fifth level (} Adobe Cadlon Pro
& (} Adobe Caslon Pro Bold
B Agency FB
% Aharoni T Tan
T T ALGERIAN

T Andalus

it Master title styl

T angsamalew

T angsanalPC

Changing Font Size Changing Font Colour
(Dark blue)

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

i ibri i [l A izl z= - i= -[fz= S L
Calibri {Headings) ~ - k iE i == I.DJ Tl Layout CEHbr\'(HEEd\'ngs]v\A‘ A“|”/‘| =

=
B I U abe & = =. Shapes Arr:

| ® Delete ] |

1203 04 0506007080091 10 141112 |

it Master title styl

}8. 1.9 110 |

tertextstyles

CH— Master title styl

Click to edit Mas .|||||||||_
P lst:dardCulprs..dIt N

Sy E—)

-

o DU, TR

* Click to edit Master text s

—Second level
¢ Third level

— Fourth level
Cifib iyl

# | More Colors...

* Click to edit Master t

—Second level

to edit Master title styl

8 7 cgemed 32 1 |11 -"
TE m
3 3 £

Feis a1
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Bold, Underline

Insert Animations Review  View C

Ju e x| @)=

Mark Nicholls — ICT Lounge

Left Align

I

Layout 'Calibri{Headings]le‘ NI

nsert  Animations  Review  View  Developer  Add-Ins

B 7 U & 8§ M. A-||A

]
|

ster title style

text styles

Textstyles

Click to edit |

B e

* Click to edit Mas

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:

|12‘I'11'I10'\‘Q‘I'S'\‘7‘I'ﬁ'l'5‘l‘4'i:'3'\‘2'I'1'I'U‘I'l'l'2'\‘3'I'4'I'5‘I'5'I'7'\‘E'I'Q'\‘].U‘Ill'l'lZ'\

Super Scuba

= SuperScuba 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:|

§ 918127 16 1514 -3 120010000001 1-2:1:3 14 15 161718 19|

Click to add notes

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

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
o 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.

Q\ve 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:

e Open Master Slide View
e C(Click Insert

]

Table

1

e C(Click Header and Footer

OO
Slide Master

W=

Picture

|

Clip

At Album -

Animations

tut

Review View Develoner Add-Ins

Photo Shapes SmartArt Chart || Hyp

l
|

2. 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:

Tick the Footer Box

Type your Candidate Details into
the space

Click Apply

Header and Footer

Slide | Notes and Handouts

Include on slide
[/]Date and time
@) Update automatically
1/1/2013
Language:
English (United States)
: Fixed
1/1/2013
[¥]slide number

DEnnter

D Don't show on title glide

(]
El Western




Section 16: Presentation Authoring Mark Nicholls — ICT Lounge

() 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:

(NN L R N e - B O S I Y I 1 B R B R O R N R R N R R R SN RN £ N R R Y|

Super Scuba

* Super Scuba offers thefollowing:

Equipment

* To scuba dive you need this equipment:

Equipment

* Toscuba dive you needthis equipment;

BestPlaces to Dive

* This chart showsthe best placesto dive|

|-I-I-E-I-I-I-S-I-I-\-4-I-I-I-2-\-I‘I-O-I-I-\-2‘I-I-I-4-\-I*I-S-I*I-\-B*I-\-‘

I Mame / Candidate Number I

Click to add notes

slide 2 of 3 | "Office Theme" | %
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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:

T
Click to edit Master title sﬂle

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

k toedit Master title snlvg

 Ciick 10 edt Master text styles | H

e Click the First Level text style
e Delete the bullet point

Click to edit Master title st Click to edit Master titl

* Click to edit Master text styles
— Second level

Click to edit Master text styles

* Third level ~ —Second level
— Fourth level |
» Fifth level * Third level

— Fourth level
» Fifth level

EName/ Candidate Number
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2. Close Master Slide View and check that the bullet points have been removed
from all slides:

Slides Qutline IR R SRR T S NN B RN R R (R RN R N EY RN SR RN - R RN SR { SRR v

Super Scuba

Super Scuba offers the following

Best Places to Dive

This chart shows the best places to dive:

N

Equipment
To scuba dive you need this equipment:

Rt Rmar

BestPlacesto Dive

This chart shows the best places to dives

Name / Candidate Number

|'|'|'S‘|'|'|'6"‘|‘|'4'|"‘|'2'|'|"'0"""'2"""'4‘"|'|'6'|:‘|'|'E"“‘1

Click to add notes

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. The first line of text is very close to the blue
o : . This chart sh thbtls‘td':i
dividing line on some slides. To resize the text, 15 Chart SHoWS Hie best place 8l

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

Page |25
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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

iName / Candidate Number iName[Candida!e Number

NOTE:
Items 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

This chart shows the best places to
NOTE: I dive: I

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
i
~ | Clickto edit Master title s#le
edit o i

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 o
* Third level Click to edit Master text styles

— Fourth level
» Fifth level

Second level

* Third level
— Fourth level
» Fifth level

Name / Candidate Number i Name / Candidate Number

e Do the same thing with the Master ?

Title Style JCIick to edit Master title st

Click to edit Master text styles

Second level

* Third level
— Fourth level
» Fifthlevel

Name / Candidate Number

2. Close Master Slide View and check that the text is now in the correct position:
Slides {Outline} X \Ilz\l-l-lww‘I-I‘S‘\‘\‘\-6‘www4‘ww‘w-z-l-w‘w-D-|-|-|‘2-|-|-|‘4‘w‘l-l‘ﬁ‘m-l‘s‘wwlowulz\l\

Super Scuba
Super Scuba offers the following:

Equipment

To scuba dive you need this equipment:

Best Placesto Dive

This chart shows the best places to
dive:

Name / Candidate Number

|‘|-\-S‘|-\-\-6‘|-|-\-4‘|-|‘|-2‘\-|‘|-0-|‘\‘|-2-|‘\-|‘4-|‘\-:|‘5-|‘\-|‘5-\‘|-*

Click to add notes

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

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 Atrial font style, 60pt size, Bold, Underline, Dark Blue Colour, Left Aligned.

\Save the presentation. /

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:

9. . 3 tutorial_powerpointl1l.pptx -

e Open Master Slide View

Slide Master Home Animations Review  View Developer A

e Click Insert O B = 2l

L C||Ck TeXt BOX | Table i Picture Clip  Photo Shapes SmartArt Chart

Art

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):

Scuba Di

-+

ving o © NOTE:
s . 8 S We could have placed the text

Click to edit Master title style box anywhere. This task,

Click to edit Master text styles however, required the name
Second level and number to be placed at
" U e vt 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-ns POF Architect

Layout

o0 -Ja o|B|li=- = === 1 D_D'

1] ]abe § &NV, Aa- £ Shapes Arrange

- -

Reset

[

SScuba g

-
= <

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

Slides Qutline tAZ2radt At 9 8 7G5 d 30200l 0l 2003 0d 508 7B 8 A0 A a2

Scuba Diving

Super Scuba
Super Seuba offers the following:

Scuba Diving

e (RSP

Super Scuba

Scuba Diving

Equipment
To scuba dive you need this equipment:

Super Scuba offers the following:

m o Gt

Scuba Diving

Best Places to Dive
This chart shows the best places to

Name / Candidate Number

[9 18 7 1B B34 32 DL 23 g B BT g9
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/Task 7 A
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:
Home Insert Design Animations Slide Show Review

L] CI'Ck VIEW == = o= | 1 |1 [¥] Ruler
e Click N I : ﬁl J D = J J ‘D Gridlines
IC orma Slide Notes  Slide Slide Handout Notes S

porter Page Show  Master Master Master

2. Add the new slide:
e (Click Home
e Click New Slide

Insert Design Animations Slide Show Review View

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

MName / Candidate Number

master slide.
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(s N

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.

Qve 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:

o B s
1. Open Normal Sllde Vlew: @ Home Insert Design Animations Slide Show Review
e Click View ElEE s = B2 82

[] Gridtines
|Normal| [Slide  Notes  Slide Slide Handout Notes

® Clle 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

fCIick to add text
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8.1b - Adding vour own text box to individual slides

You can also add your own text boxes instead of using the supplied prompt boxes.
To do this:

9. v 3 tutorial_powerpointl1l.pptx -
1. Add the Text Box: @

Slide Master Home Animations Review  View

e C(lick Insert

o] B =D B
e Click Text Box

Picture Clip  Photo Shapes SmartArt Chart
At Album ~

2. Draw the Text Box in the correct positionand | = S
type in your text.

EThe beautiful clown ﬁsh| :
R R ,

3. Format the text appropriately:

e Click the text box you wish to format
e Click Home

Use the formating tools to make your changes:

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

) ot Gody

) Reset = ;
New - Eg - Shapes Arrange Quick
Sllde v n-l DEIete = —— h_J v p g

v Shlest YT

4. Check the final text to make
sure it matches the task:

Fish you may see

*Scorpion Fish

The beautiful clown
fish

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: || | - 3 tutorial_powerpoint1l.pptx -

Slide Master Home Animations Review  View Developer At

Ol 88 88 () 2 | &

| Table || Picture Clip Photo Shapes SmartArt Chart
i | At  Album ~

e C(lick Insert
e C(lick Text Box

2. Draw the Text Box into the correct
position:

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

4] A Layout - Calibri (Body) - \ A a2l is -

E] Reset

3. Create the Bullet Points: L I S g
e Click inside the new text box ’ |
e C(Click Home
e Click Bullets

Shapes

[r]

cuba Diving

est Places to Dive

Scuba Diving

Fish you may see

i P
| I

L Triverareaisi617]
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4. Add the Text:

e Click on the first bullet point Fish you mav see

e Type in the first line of text G m e e o

'*Scorpion Fish
e Press Enter |

I -
Repeat until you have created i' Clown Fish

your list '+ Butterfly Fish
* Parrot Fisd

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

Insert Design Animations Slide Show Review View Developer

o LYot - libri (Body) 2 YA a
‘“_§|Reset

Sll\i';:, % Delete B 7 U abe & - Aa-|A

Add-Ins

Scuba Diving

Super Scuba Equipment

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

* Advanced training *Flippers

* Use of our training pool * Snorkel

* Jse 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: @ WRERROR) §
Home Insert

Design Animations Slide Show Review

e Click View

e C(Click Normal

— —— @ Rul
= | ] =5 N || uler
= Bl B =2 B B
— ‘ [7 Gridlines
|Normal| fSlide  Notes Slide Slide Handout Notes

porter Page Show  Master Master Master‘

10.1a - Adding clip art images to individual slides

e Click on the slide you wish to insert the image on (Slide 4)
e (lick Insert "N
L] ClICk Clip Art slide Master ~ Home Animations  Review

View Developer
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Search for the image you want

Clip Art
Double click the image to add it to your Search for:

Shde clown fish

Click and drag to move the image into place =Ll

All collections

Results should be:

. All media file types
Fish vou may see

* Scorpion Fish
* Clown Fish Qf;‘ig
* Butterfly Fish
* Parrot Fish -
fish

Name [ Candidate Number

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.

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

Click on the slide you wish to LR S A

|n5ert to Image on (slide 4) v Slide Mase Hom Animations ‘ Review View
Click Insert | '
Click Picture

Photo Shapes SmartArt Chart
Album ~ -

(i3 Tnsert Picture

OO [1. « presentationautho... » powerpoint_tutorial_files ~[ 43| search powerpoint tuto.. 2|

Organize » New folder g - JJ 9

Browse to the folder containing the

image (Section 16 Files) mowr ||

J4 Downloads

Click the image you want to insert

M Desktop

(clown_fish.jpg) 2 s

*, Documents
4 Music

Click Insert S
File name: clown_fishjpg -
==

clown fishjpg | | scuba_diverjpg
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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 yo u n eed to d 0 the fo I I OWI ng o ide Show EE View Developer Add-Ins PDF Architect
[y Picture Shape ~ || T Bring to Front ~ | ~
~| Z picture Border ~ “ 3 send to Back ~ [£]

%| Q picture Effects - || %y Selection Pane Sk ~

e Click the image you want to crop

e Click the Format Menu
e C(lick 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 Diving (

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:

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:

Review View Developer Add-Ins PDF Architect

¥ Picture Shape - || T Bring t& eI T T

. . Change Picture = LZ picture Border - || 4 send to Back - [
Click the image o

4 Recolor = g Reset Picture 7| O Ppicture Effects ~ || By Selection Pane  Zh -

7}

Clle the Format Menu 142 14014019 1811 716 15 141302 L 01 L1213 141500601718

Click Brightness ST

Best Places to Dive

Scuba Diving

This chart shows the best places to
dive:

Fish you may see

* Scorpion Fish

Select the +20% * | ScubaDiving

Fish you may see

* Clown Fish
* Butterfly Fish
* Parrot Fish

brightness option

P4 30200 100010021-3 141516 1:71-8-1-9- |

% Brightness ~| 13 Compress Pictures

+40 %

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 NOTE:

Contrast of images can be
altered in the same way as

* Clown Fish
* Butterfly Fish

* Parrot Fish brightness.

The beautiful clown
fish

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

2. Select the information that will be

shown on the chart (Including ‘

headings):

-.lﬂﬂ"lLl'l-lhl'.l.-'ll'\.-'llﬂ-hl
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3. Choose the type of chart you want to create (Column chart in this case):

w Home Page Layout Formulas Data Review  View Developer
Click Insert = s .
e & LR o by [

Clle COIumn PivotTable Table || Picture Clip Shapes SmartArt i i Area  Scatter
- Ar‘t - - - - - - -

Choose the type of

2

Al - ( £ | Locati
A B

Location  Number of Dives this Year
Red Sea 1780

Caribbean 3280 W
Thailand 3387 |

Hawaii 2472
Belize 1398

column chart you want.

A

NOTE:
Other types of charts can be

Cylinder

Jil

created by selecting the

D 00~ | h WP W

other options.

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

Number of Dives this Year

j . I . I
o >

i &5

; Ca

i

&

I t B Number of Dives this Year
’-2;\\ \’\?’
& o

Es

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.

11.2a - Altering the chart’s heading

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

pr_____L'_'__'__f_'f_____'_'__f__':_____\'? ———————————————————— —T

'Number of Dives this Yearl ‘ 'Best Places to Dive
2

g ———

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 IS B Number of Dives this Year

4%

Data  Review View Developer Add-Ins  PDF Architect ~ Design

1. To add the horizontal axis label: 1 W ezl sl (0] || 1 | ] ® crartwai - || 77
- - Lt = A Ll |_TL & Chart Floor = [ up,
bgend Data  Data Axes  Gridlines || Plot e Trendllne

Labels - Table ~ - - Area ~ =1 netaten [ Erro

. None | Analysl:
CIICk the Chart 1a] | Primary Vertical Axis Title ) ;AJ Do not display an Axis Title

CI'Ck Layout I ¢ I D ‘ E J Title Below Axis

Display Title below Horizontal Axis and
resize chart

CI ICk AXiS Titles More Primary Horizontal Axis Title Options...
Click Horizontal Axis Tiles

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
= (& Chart wall :
P L T e (Y I =
l®| Chart Floor (2] up/D|
. egend Data  Data Axes  Gridlines Plat ~ Trendline
CI|Ck the Cha rt +  Labels ~ Table = . . Area - 3-D Rotation . [=] Error]

Click Layout
Click Axis Titles

. . . ) - Rotated Title - .
Cl |Ck Vertlcal Ax|s Tlles Display Rotated Axis Title and resize

chart

. o Vertical Title
CI ICk ROtated Tltle 4000 Display Axis Title with vertical text and

3500 resize chart

N 000 - Horizontal Title
L] ﬁl;r!r! lin|  Display Asis Title horizontally and resize

None
Do not display an Axis Title

Add the Vertical Axis Title (Number of Dives this Year in this case)

o

Number of Divesthis Year

o e =

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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11.2c - 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. To remove the legend: .
. o [ 8 1 I

0 ® Number of Dives this‘k Delete

Cr F
N N & h Styl
e Right Click the legend t reselio M e

,\\19 A | Font.

e Select Delete ill Change Chart Type..

-% Select Data...

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

Best Places to Dive

11N

Red Sea Caribbean Thailand Hawaii Belize

Location

[#5)
Ln
o
o

Number of Dives thisYear
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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:

: e
e Right Click the chart Best Placesto Dive 3 Copy

e Select Copy B | paste

H | Resetto Match Style
Font...
Change Chart Type...
Select Data...
| Move Chart...
T T T T
dSea .

Caribbean Thailand Hawaii

Location

Scuba Diving

Open up your PowerPoint o Scuba Diving
Find and slide 3 |

* Diving Mask

R e Best Places to Dive

*Wetsuit

Right CIiCk in d Space on = : : ;' This chart shows the best places to

slide 3 | Scuba Diving dive:

Best Places to Dive

Select Paste S

[ Ppaste
T PUDIEn Shges

Ruler

Grid and Guides...

=l _lavout

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
dive:

Best Places to Dive

EBEEEEES

Numberof Dives thi Year

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: RN

-

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

i,/ = = BN : [V] Ruler
e Click Normal } == Bl 5 8 @& B -

[ Gridlines
plide  Notes Slide Slide Handout Notes
orter Page Show  Master Master Master

|

2. Add the presenter notes to individual slides:

Click the first slide you wish to add
the notes to

Scuba Diving

: Super Scuba
. . 3 Super Scuba offers the following:
Click your mouse curser in the , : A ’ ¢

* Basic training
u 3 + Advanced training
Notes area of the slide - - Use of aur training pool
B * Use of our equipment
* Guided tours to diving locations

Click to add notes
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e Type in the presenter notes accurately:

* Guided toursto gMing locations

|-|-|-8-|-|-|-5-|-

1/7/2013

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

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:

B ‘\m\‘s‘l-l-\wwwlz|-\‘\‘L4\‘\‘|16\‘\|\1B|

* | Scuba Diving

e Click the slide containing the object e ; Scuba Diving

e Click the object (Text box in this case) || === | Super Scuba
e Highlight the items in the bullet list

* Basic training
* Advanced training
* Use of our training pool
| Use of our equipment
I
| * Guided tours to diving locations

#l scubapiving |28

2. Apply the animation:

w Home Insert Design Animations lide Show Review View

Click Animations =y AtLLkJ‘J EJ %

2 Custom A Neo Animation

Click the arrow next to the Animate: - No Anmaion

Fade

Option | All At Once ‘I‘I‘\'Z'Iwﬂ

By 1st Level Paragraphs

. . . - | Scuba Diving Wipe
e Select your animation from the list Al t Once

SuperScuba
2

ool BY 15t Level Paragraphs
Fly In

NOTE: %
By 1st Level Paragraphs

Hovering over the options will preview the - e —
animation so you can see what it does
before you select it.

Page |50
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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:
e C(lick View

e C(Click Normal

Home Insert Design

|Normal Notes  Slide

Page

Animations

B =2 B

Slide Show Review

4] Ruler

([ ] Gridiines

Slide Handout Notes || > :
Show  Master Master Master L Message Bat

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)
e Click Animations
Click Custom Animation
This should call up the Custom Animation window:

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

v Home Insert

123 Animate: ‘Ey 1st Level Pa... -

Preview

|;C=)’ﬂ Custom Ammatlon|

[ O e

4 Transition Sound:
3 Transition Speed:

=3 Apply To All

[No Sound]

Fast

|| Advance Slide
- On Mouse Click

[T Automatically After: 0000 3
g ———————————

Slides | Outline
* | Scuba Diving
Super Scuba

Super Scuba offers the fallowing:
- Basictraining

Scuba Diving

Equipment
To sruba dive you nead this equipment:
- D

‘\12I-\‘IlD\'I-I'E'\‘\-I‘ﬁ‘I-\‘I4‘I-I-\‘2'I‘I-\‘U‘I-I‘I'2‘I-I-\'4'\‘\‘I'G'I‘\‘I-S'\'I'\ID\‘\'IIZI

Scuba Diving

SuperScuba

Super Scuba offers(i_jthe following:

* Basic training
* Advanced training
* Use of our training pool

* Use of our equipment
* Guided tours to diving locations

il-ﬁ-l-lw‘4-|-|-\-2-\-\‘l‘(]-l-l-|-2-\-\‘|‘4-|-|-|-5‘\‘\-l-s-\-\-‘

Page |51

‘Custom Animation

i [;{2{ Add Effect '] [KQ Remwel

Modify: Fly In
Start: ‘B on Click

Direction:

From Bottom

Speed: Very Fast

145 f Basic training
2% # Advanced training
35 # Use of our training pool

443 # Use of our equipment
545 # Guided tours to diving Iz‘

N >
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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:

0 g Animations d o

. 0 Add
'ﬁ;] =3 Animate:| By 15t Level Pa - Fl & Transition Sound: | [No Sound] ~ || Advance Slide
i =4 :| By el Pa.. ~ -I I w
L -‘ -‘ J_# =| 3 Transition Speed: | Fast - On Mouse Click
Preview ||| =4y cystom Animation —

= 5 Apply To All [C] automatically after: |00:00 3

Slides Jouﬂine; |I12|-I-\IU\‘I-\‘B'I‘\‘I'ﬁ'l-\‘I4'\-I-\‘Z‘I-I-\‘U‘I-I‘I'Z‘I-I-I4'\‘\-I‘ﬁ'\‘\‘I-S‘I'I'\IUI'I'\IEI Custom Animation

[;ﬁr Add Effect vl l‘_.;g Remwe]

Scu ba DiVing ). Start-: - 3 on Click

FTOM Boton

Super Scuba it
o ) 19 f Basic training
. 24 #* Advanced training
* Basic training ~ 349 #* Use of our training pool
* Advanced training ' b 44 # Use of our equipment
* Use of our training pool H 5B # Guided tours to diving ...[ ¥ |
= Use of our equipment .

Scuba Diving

SuperScuba
Super Scubaoffers the following:
- Basice

Scuba Diving

Equipment
To scuba dive you need this equipment:

- Baguistor sng Brestring Tenk
- wetmit

* Guided tours to diving locations

Scuba Diving
Best Placesto Dive

This chart shows the best places m
dive:

|-|‘|‘8-\‘|-\‘5-|-|‘|-4‘|-|‘\Q-l-\-l-o‘l-l-\‘2-\‘\-|-4-|-\‘|‘5-\‘|-\‘8-\-\‘|

1/7/2013

4 +

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

information about scuba diving and what we can offer you. [ AutoPreview

Ty

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

i _21' | A ’j‘ | :s Trsma s:d: [r:: Sound]
Pre“e‘"" 34 Custom Animation ‘ J ‘ﬂ 4@ l :[ l F ‘ ‘h‘ ﬁg‘ ‘ ot

Slides Qutline Dissolve 1111401 9-1-8-1 7-16:1:5-1 4 (02000 RO T T 1o 1405060070809 010111112)

Scuba Diving

H — Scuba Diving

Super Scuba offers the fallowing:
*Basic training
= Advanced training

= Use of our training pool

*Use of our equipment T Sul !er Scuba
*Guided tours to diving locations
o

- P

Super Scuba offers the following:

Scuba Diving 3y ﬁ * 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: Insert  Design  Animations  Slide Show Review

e Click View :[E] 9 B =2 B E
° C||Ck Slide Sorter ‘ 1 i Slide Slide Handout Notes |

Show Master Master Master ||

antation Views
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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.

v Home Insert Design Slide Show Review  View " veloper
.'ﬁpi Animate: By 1st Level Pa

Preview

Add-Ins PDF Architect

= = £ Transition Sound: | [No Sound] | Advance Slide
| élﬁ‘ | ]%;‘ ‘ﬁﬁ‘ ‘Eg‘ 3 1 = @ Transition Speed: E

Fast

50 Custom Amimation

T 5 Apply To All
Scuba Diving

Scuba Diving Scuba Diving Scuba Diving
Super Scuba Equipment Best Places to Dive

Super Scuba offers the following:

Toscuba diveyou nesd this equipment:
*Basictraining

Fish you may see
*Diving Mask
+Advanced training

This chart shows the best places to

*Scorpion Fish ?
dive: - *Clown Fish
*Flippers *Butterfly Fish

*Use of our training pool *Snorkel ’ *Parrot Fish

+Use of our equipment *Regulatorand Breathing Tank iz —

+Guidedtours to diving locations *Wetsuit = —_— fim

e y B s . . e . . snaen z

g g g -

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.

/Task 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.

J
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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
e Click 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.

Print Preview
Save As . .
- « Preview and make changes to pages

before printing.

Print ) Print as PDF Document
| Print current document to PDF file.

Prepare

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: ) Samsung SCX-3200 Series EI
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

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

-

Custom Show:

- 1 -
_ Slides: ﬂ 11
Enter slide numbers and/or slide ranges. For example,
1,3,5-12
Colla;e
(o )

rint what: Handouts

Slides E B~ e
Slides P _ Bl
Handouts (@] Horizontal Vertical B
Motes Pages

cUt“”e View ["] 5cale to fit paper Print hidden slides

[ | Frame slides [ IHigh gquality
Print comments and ink markup

o)

Page |55
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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 A R

Printer

Name: =) Samsung SCX-3200 Series E
Status: Off Line : 1 document waiting —
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:

Custom Show:

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

Collate

Print what: Handouts

Notes Pages E 6 |w E| El
Slides : |

I"'.I . s .
Handouts (@) Horizontal Vertical El
Motes Pages
Outline View

| Scale to fit paper Print hidden slides
["]Frame slides [T High guality

Print comments and ink oackug

o)) o

5 @]- 5 tutorial powerpointllpptx [Preview] - Microsoft PowerPaint

Print Preview

Notice how your printouts include the | = = "= B drures
y p Print Optlons Dnenvtatmn Zoom w::dtgw Previous Page Uffvim"t

presenter notes at the bottom of each

slide:

Scuba Diving
Super Scuba

Super Scuba offers the following:
« Basic training

= Advanced training
= Use of our training pool
*Use of our equipment

* Guided tours to diving locations

appon e Camsontemusmonr

Welcome to Super Scuba. During this presentationyou will given lots of information
aboutscuba divingand 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

NOTE:

We need to select 3 slides per
page because it is the only option
that gives us the blank lines next
to each slide.

Print
Printer
Name:

Status:
Type:
Where:
Comment:

Print range

@ al

Custom Show:

_:_.-Slides:

1,3,512

v 1 2
Enter slide numbers and/or slide ranges. For example,

=

-
Find Printer...

|:| Print to file

=% Samsung SCX-3200 Series

Off Line : 1 document waiting
Samsung SCX-3200 Series
192.168.1.5

Copies

(") current slide Selection Number of copies:

Collate

Print what:

Handouts

Handouts

Slides

| Slides per page: |3 E l =
s i Vertical L=

Notes Pages
Outline View

= =

Scale to fit paper Print hidden slides

Preview

[¥] Frame slides [ | High quality

Print comments and injamka
l OK l l Cancel

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




