22.

Including a QuickTime™ movie

*Note: Your QuickTime™ movie must be saved
onto your computer’s hard drive in order for
PowerPoint to display it in a slide.

It is best to have the QuickTime™ movie saved in
the same folder as the PowerPoint presentation you
are working with.

Pull down the Insert menu to Movies and
Sounds... and then over to From File...

Next, navigate to the folder where the movie is
saved. Click Insert.

Once the movie is on the slide, you can reposition it,
or even change its size (cautlon should be used
when changing a movie’s size, as you might
unintentionally distort its appearance)

There are other changes you can make to the
movie, such as setting the poster frame (the frame
that appears as the static frame before and after the
movie plays). See illustration below:

IO Presestationd HE

- =B
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23. Inserting a Chart

The best way to work with charts (commonly
referred to as “graphs” by students), is to make
them in another program like AppleWorks™ or
Excel™, save them, and then insert the chart file
through the Insert menu.

But from within PowerPoint, you can also add a
chart. Pull down the Insert menu to Chart.
PowerPoint moves you to a mini-program called
MicroSoft Graph. See illustration below:
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You can make changes to the chart through the
spreadsheet-like window. Once you’'ve made the
changes you want, pull down the File menu to
Update.

mwit View Insert Format Tools

' @ Update |

I Quit & Return to Presentationl 3£Q —
Times =l =T RIT O = =

Afterward, use the File menu and pull down to the

Quit & Return to (Presentation 1) item.
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24. Recording Narrations

You can record your own narrations that will play
with your slide show. Pull down the Slide Show
menu to Record Narrations...

ecord Marration

Enrrent recordimg qualsiy
Qiral ik d4 1kHa, Sarea, 16 bil - ¥

| Canced |
D=k e 172 kb =ecand

Frose diak sy 2.047.952 HA {on Heointssh
HD

Hux recard kime:
202 minudzs

- Tip.
l‘:!?z Large marrabions should be linksd for dsdber performescs
o

E||_i|1.; marrations in: e nipsh HO:Micr azoft Office 20001 |_53u:t.,. |

Once you click OK, the slide show opens and you
begin can speaking (be sure that your computer’s
microphone is set up to monitor your voice). You
advance the slides yourself (with the spacebar,
arrowkey or click) after each slide has been
narrated. Once finished, PowerPoint asks if you
want to review the timings in the slide sorter view.
Click yes, and you will see the timings shown under
each slide. Then save your changes.

*Note: Adding narration demands more disk space.
Often a presentation that fits on a floppy disk, no
longer will, after the narration is added.

In addition to making your narrations automatically
play, you can set the presentation to show slides for
predetermined lengths of time.
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Pull down the SlideShow menu to Rehearse
Timings. Your presentation will open and a digital
clock timer running in the lower right hand corner of

the screen will appear. Allow each slide
the screen for the length of time you like

to stay on
(or

individual animations as well), then press the space

bar, arrow key, or click to advance to the

next. Do

this for the entire length of the show. When the
show ends, you will see this dialog box appear over

a black screen:

- Microsoft PowerPoint

The total time for the slide show was 05
seconds. Do you want to record the new

show?

timings and use them when you view the slide

slide

|"|"ES][

Hu]

Click Yes to save your timings.

You can then check the time allotted to each slide in

the slide sorter view.

- Microsoft PowerPoint

Do you want to review timings in slide sorter
view?

== ===
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25. Making Presentations Viewer-Controlled

You can place shapes, images and text that act as
buttons on a slide. These buttons can be used by
the viewer of your slide show to move around in the
presentation in whatever order of slides they are
interested. You can even create transparent
buttons and place them over a particular area of the
screen. In the example slide below, a cube acts as
a button that can lead to any other slide.
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[0 = _ | Presentation]
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§

To set up an object as a button, first select the
button and then pull down the Slide Show menu to
Action Buttons... and then over to the designation
of which slide you'd like the button to lead to.
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You can make the button be a link to any slide in the
presentation, or to another PowerPoint
presentation, or even to a file that was made using
another application, or Internet URL.

You can also select any amount of text (from a word
to a paragraph) to be a link to another destination.
Then, when the user moves the mouse over the
text and clicks, the user is taken to the link (similar
to the way text links work on a web page.

“Mouse Over” can also be used to link the user to
another destination, but should be used with
caution, because the user may unintentionally pass
the mouse over such a link and get lost.

26. Making a Movie from a PowerPoint Presentation

The presentation can be saved as a QuickTime™
movie (even one that can play inside another

PowerPoint presentation). Once the presentation is
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finished and saved, you can pull down the File menu
to Make Movie... A standard Save As... dialog box
will appear. If you want the movie to be most
compatible with a PC running Windows™, don’t use
any spaces in the file name, and use the .mov suffix
on the end of the filename. This convention in
filenames should also be used if your intention is to
have the movie play on a web page.

Making a presentation into a movie can be useful in
some instances, such as placing the movie onto a
CD, posting it on a website. The viewer’'s computer
must have QuickTime™ installed on his or her
computer to view the movie (most newer
computers do, even PC’s running windows.

Savp filcrosolt FoemrPoint In the file’s Name
(G e=kop oy ‘1! EL! ‘T’| field, the space
e =T = — T between Chile
I o =

and PowerPoint
should be removed
or replaced with an

=

|| “_" (underscore),
b : 2 | and the .mov suffix
mme: [Chilepeswerreme | [ mewly | | @dded to the end of
[ Appesal B8e extension & Lize cwerrent zeliisgs the fl|e1S .name
R —— before clicking
Save.
i3l [_concer | [ seve

27. Adding Sound Files

You can add sound files from a number of sources.
Here are just a few that are easy to do:

* Record your voice from within PowerPoint
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Record Stop  Pause  Play Cancel
| | 000000 | save 1l
0 hiour= g1:09:18 -

Pull down the Insert menu to Movies & Sounds
and then over to Record Sound... A small
recording window will appear (shown above). Make
sure you see sound wave lines eminating from the
speaker icon. If you don’'t see them, you will need
to check your sound control panel to make sure the
microphone built into your computer is monitoring
sound.

Click the record button, speak normally, and click the
stop button when finished. Click Save when you
are satisfied with what you have recorded. Re-
record if necessary.

Once the sound is saved, you can move the little
speaker icon that represents the sound to whatever
location you like on the slide. You can even hide it
behind another object (text box, photo, plain white
box, etc...) and set it to play automatically, or after
some other action has occurred, using the
animation settings, Order and Timing (see step 13,
Animation Settings). Otherwise, the sound will only
play when the little speaker icon is clicked on by the
presenter or viewer of the presentation.

» Using a CD Track
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Insert the CD you’d like to use, and change the
settings in the dialog box that appears(shown here).

Play Options

Play CD audio track
Start: End:

- SR
Ait: :00:00 @ At :00:00 E'

[ Loop until stopped

Total playing time:  00:00:00

Cancel I

» Using a Saved Sound obtained from the Internet

There are many sites where you can get sounds.
Here is one URL.:

http://www.webplaces.com/html/sounds.htm
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After you have clicked on the sound, you will see it
play in a smaller window. You can then save itto a
folder on your computer where you have the
PowerPoint presentation saved (remember, “same
folder, always”).

Next, pull down the Insert menu to Movies &
Sounds and then over to Sound from File... See
the illustration below:

Format Tools Slide Show Windosk  Help

New Slide_ FrTY I B e
Duplicate Slide : AR 8E
! Slite Number = 12 E|s2eE A
Date and Time... :

Tal ntationi

Symbnl..
o ik

Sldes from Flle..
Slides from Outline,.,

Picture 3
Text Box
fiowies and Sounds e from Gallery...
Chart... hdnadie from File...
'ﬂ‘:‘:j‘;‘:_'t“ Sound from Gallery...

= Sound from File,,,
Hperdink. %K [ play (D Audio Track...

|| | P S
L et

Navigate to the folder where the sound is saved and
click Insert. The sound will play on that slide only.

inart i pund:

: T | ST
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28.

Changing the Background Color of Slides

You can change the background color, pattern,
gradient fill, etc... to one slide or to all slides in your
presentation.

You can either pull down the Format menu to
Background..., or you can hold down the Control
(CTRL) key on a neutral area (not on a text box,
image, etc...) of a slide, and then pull over to
Background...

Background
Beckgraurd Till Appy To Al
Click to add wtle | P Tinearine | Appky |
’ et ey A R Frpr) v Bulkt fisk
- 2L E] | e e S i Camcel i
ik in o e — [ cancer ] |
Pre | - E-.-.I.l;.l._.u.l T |
ot ﬁ |
Pastn w — = :|I1
] '] nalic
- Hﬁr E — -— —— rmtqr-
Gl =N F F RmE & BN
Siade Lanvasst .
Shelin {oi SoBeine.. Izl Khnire ColorFs_
:FIEEH m_[m A TEmnlaE e | FIll Effects...
|c!.chﬂ'rF!E|!‘5'li‘tﬂ"""'L"'_". -

Once you're in the Background dialog box, click on
the color bar (as shown above), and choose a color.
PowerPoint adds colors to the ones shown as you
use them. If you want to use another color, pull
down to More Colors.... The color pallets will
appear. The one shown below is the crayons, but
you can use any of the color pallets shown on the
left. When you decide on a color, it will be added to
the colors on the pop up menu.
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Click OK here, then click on Apply to apply the color
to just the slide you're on, or click on Apply to All if
you want to use that background on all slides. You
can always go back and change a few slides to
another background later if you like.

29. Inserting a Table

You can insert a table and edit the way it appears on
the slide to meet your needs.
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The pallet above has hundreds of options.

30. Inserting an Object

You can insert an object from another MicroSoft
application, such as an Excel™ spreadsheet.

Insert Ohpect ?
Dbdeck tope: £ || 0 I
W Creste e i roeo Excel 2001 Chark
; Flaroentt Excal 2001 Mirkehest
Cregke fram flle
J Ficrosod! Graph 2007 Cherl
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Fieroeo word 20071 Docaime sl
Floreod! Word 2001 Peture

1 Dizplear ax oo

In3arts & nevw Microstt Exel 20071 Chard ob ek i ako paur
mﬂ pressrigliog

Here you can choose to create a new object, or
navigate to one that you had saved previously.
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