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Finalizing A Presentation

USING THE FILE MENU: INFO COMMAND

Reference Presentation File: New Products Division.pptx

The PowerPoint 2010 File menu: Info command offers a variety of options in
finalizing a presentation. These include converting the presentation into an earlier
version, checking to see what changes in your 2010 file will not be supported by
earlier versions, inspecting the document for any vulnerable personal or company
information, and making a file read-only by marking the file final.

Herme

o
Recent

New

Print

Save & Send
Help

B oOptions

® bit

Insert Design Transitions Animations Slide Show Review

Information about New Products Division

CihlUsers\Jerry Maletsky\ Documents'\ Client Docs\UC Berkeley MBA\PowerPoint 2010 Case Study Files\..

%

Convert

A=)
E5T

Protect

Presentation -

Check for
Issues -

)
Manage
Versions -

Compatibility Mode

Some new features are disabled for improved compatibility with previaus versions
of PowerPoint. Upgrading to the current file format will enable these new features.
Affected objects include charts, diagrams, and media objects.

Permissions

Anyone can open, copy, and change any part of this presentation.

Prepare for Sharing
Before sharing this file, be aware that it contains:
Cocument properties and authar s name
Presentation notes
Content that people with disabilities are unable to read

Versions
&l Tnere are no previous versions of this file.

Praperties ~

size E57KE

Shdas 11

Hidden shides 0

Title Mew Froducks Division
Tdys

Categaones

Related Dates

Last mMaodified Taday, 12716 2hd
Created 7/15/2007 1007 AM
Last Printed

Related People

Authier M

Last modified By Jeny Maletsky

Related Documents
J. Cpen File Location

Show All Properties

File Properties Area
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Finalizing A Presentation

POWERPOINT 2010 FILE MENU: INFO COMMAND

Information about New Products Division
CAUsers\Jerry Maletsky\Documents\Client Docs\UC Berkeley MBA\PowerPoint 2010 Case Study Files\,...

IEE

Convert

A=)

Protect
Presentation -

|$_T

Check for
Issues -

&
e
__Q

Manage
Versions -

Compatibility Mode
Some new features are disabled for improved compatibility with previous versions

of PowerPoint. Upgrading to the current file format will enable these new features.
Affected objects include charts, diagrams, and media objects.

Permissions
Anyone can open, copy, and change any part of this presentation.

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and author's name
Presentation notes
Content that people with disabilities are unable to read

Versions

1 There are no previous versions of this file.
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Finalizing A Presentation
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POWERPOINT 2010 COMPATIBILITY CHECKER

Each time you save a file in Office 2010 as a 97-2003 format (File: Save And
Send button: Change File Type command) Microsoft runs the Compatibility
Checker automatically to alert you to what formatting or functionality issues may
arise when being viewed in the older versions.

In addition, you can run the Compatibility Checker at any time by using the File
menu: Info command: Check For Issues button

The Compatibility Checker lists the number of occurrences and the slides on which
those issues appear. It does not provide any way to alter the data on the slides.
However, this is mostly an informational tool. Most of the issues revolve around
not being able to view that particular formatting or not being able to edit that
element when viewed in a 97-2003 application.

PowerPoint 2010 Compatibility Checker

o A B g i T PSS Ve A R A n
Microsoft Offi erPoint Compatibility Checker |

ce Po;

The following features in this presentation are not supported by earlier
@ versions of PowerPoint. These features may be lost or degraded when you
save this presentation in an earlier file format.

Summary Number of occurrences

A chart in this document may contain data in cells outside of the row 1 =
and column limit of the selected file format. Data beyond 256 (IV) Help i
columns by 65,536 rows cannot be saved. (Slide 9)
The shape and any text in it cannot be edited when using earlier 0 |
versions of PowerPoint, (Slide 1, 2, 3, 4, 5,6, 7, 8, 9, 10) Help =
TE table and any text in it cannot be edited when using earlieri o 1
versions of PowerPoint, (Slide 8) Help
T}'!g shage can no longgr be eglited, Laﬁh:@_w a.n.yjcgzcht .in i_t can be | _3 -

(V] Check compatibility when saving in PowerPoint 97-2003 formats.

OK
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Finalizing A Presentation

SECURING A POWERPOINT 2010 PRESENTATION WITH MARK AS FINAL

Office 2010’s Mark As Final option prevents changes from being made to a
“completed file”. This marks the presentation as Read-Only. When that
presentation is opened, a Read-Only designation will appear in the Title Bar. In
addition, there will be a Mark As Final icon & on the programs Window
Frame (bottom left corner). -

This is an efficient method of securing accidental changes to a key presentation file.

Mark As Final can be turned off by selecting the command from the Prepare Menu
in the Office Button.

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to "Final" and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

D Don't showr this message again

Slides Outline

NEW PRODUCTS
DIVISION

Presented by
The Marketing Department
West Coast Region

Welcome to our New Product rollout.

\—0 Mark As Final Icon

d31LdVHD
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Finalizing A Presentation
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INSPECTING A PRESENTATION FOR NON-SECURE INFORMATION

Using the File menu: Info command: Check For Issues button: Inspect
Document command allows you to use a tool to search for and remove personal
and company data that you may not want to be seen by viewers outside your
organization. Some of this type of data may not be openly visible to you within the
presentation. This includes comments and annotations, document properties, off-
slide content, presentation notes, and personal information such as authorship.

The Document Inspector has two phases. First it scans the presentation for non-
secure types of data. Then it reports its findings and displays options to remove
that information.

Once this data is removed, it can not be recovered so it might be a good practice to
make a copy of the presentation and remove personal information from the copy.
For example, if you remove all speaker notes from a presentation, then the original
will no longer contain them.

It is important to note that this is just one method of securing the presentation.

| |

To check the document for the selected content, dlick Inspect.

¥ ic ts and Annotations:
Inspects the document for comments and ink annotations.

[¥] Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

[¥] Custom XML Data
Inspects for custom XML data stored with this document.

[#] Invisible On-Slide Content

Inspects the presentation for objects that are not visible because they have been formatted as
invisible. This does not indude objects that are covered by other objects.

[7] off-slide Content

Inspects the presentation for objects that are not visible because they are outside the slide area.
This does not include objects with animation effects.

[¥] presentation Notes
Inspects the presentation for information in the presenter's notes.

( Inspect ] [ Close
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Finalizing A Presentation

INSPECTING A PRESENTATION FOR NON-SECURE INFORMATION

Results of Document Inspector

Review the inspection results.

&) Comments and Annotations
No items were found.

¥ Document Properties and Personal Information

The following document information was found:
* Document properties

&) Custom XML Data
No custom XML data was found.

¢ Invisible On-Slide Content
No invisible objects found.

Presentation Notes

Presentation notes were found

-

/%, Note: Some changes cannot be undone.

Reinspect ] é Close ¢

Remember, if you click the Remove All button that information
will be permanently removed from the presentation file.
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PowerPoint 2010 Save Options

Reference Presentation File: New Products Division.pptx
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SAVE A PRESENTATION AS A 97-2003 FORMAT

To share documents with users of previous versions of PowerPoint (excluding
PowerPoint 2007) you must save your file in the 97-2003 Format. The Office
Button, Save As command contains a variety of formats in which to save a
PowerPoint 2010 file. Note that the option that does not show a version (i.e.
PowerPoint Presentation) is the 2010 format.

Microsoft will automatically run the Compatibility Checker to view issues of
formatting and functionality as described in the previous section.

Home Inseft Design Transitions Animations slide Show Review View

Save

Save & Send Change File Type
% Save A5
n— D .
open !L]: i] Send Using E-miail Presentation File Types
& - IL__J Prezentation (*.pptx) @]—1 PowerPoint 97-2003 Presentation (*ppt)
Jos5e 5 =
=1 Uses the PowerPoint Presentation farmat =l Lises the PowerPoint 97-2003 Presentation
Save o Web format
s () e format
Eﬁ CpenDocument Presentation (*.odp) (= Template (*.pob})
Recent o Save 10 SharePaint = Uses the OpenDocument Presentation Starting point for new presentations
L forma
MNew e %r ] PowerPoint Shaw (*.ppsy) .’._,,‘j PowerPoint Piciure Presentation (*.pptx]
; ﬁ Prosaeast SlieShow = Automatically opens as a slide show = Presentation where each slide isa picture
Print
!:" Publish Slides Image File Types
gl
— m PNG Portable Netwerk Graphics (*png) #= | JPEG File Interchange Format (*jpa)
File Types —— Print quality Image files of each siide Bl web auality image files of each slide

Change Filz Type ,_| Other File Types
H Save as Another File Type

Create PDE/XPS Document
(S

Save As

Create a Video

.'-; #  Package Presentation for CD

j Create Handouts
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PowerPoint 2010 Save Options
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SAVE A PRESENTATION IN PDF FORMAT

One of the new features of Office 2010 is the ability to save a file in PDF format
without using the full version of Adobe Acrobat.

This option is located in the File menu: Save & Send command.

Home Insert Design Transitions Animations Slide Show Review View

S it
e Save & Send Create a PDF/XPS Document
v Save As

Open IlgE -l Send Using E-mail

Close Preserves fants, formatting, and images

@ Save to Web Content cannot be easily changed
Free viewers are available on the Web

Save this presentation in a fixed format.
Document looks the same on most computers

Info

Recent ir}h;' Save to SharePoint

New — Create
.ﬁ Broadcast Slide Show PDF/XPS

l% Publish Slides

Print

File Types
B Options E Change File Type
-]
B Exit
‘ ! g Create PDF/XPS Document J
= |
|"',:f,=.- Create a Video
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PowerPoint 2010 Save Options

MAKING A PRESENTATION VIEWABLE ONLY AS A SLIDE SHOW

Presentations are generally saved as a .pptx file. That is, as a normal PowerPoint
presentation file. However, another method to save a file and give it some level of
protection is to save it as a .ppsx file, a PowerPoint Show file. This option is
available as a 97-2003 show as well (.pps). The major benefit to creating a .ppsx
file is that the viewer only needs to open the file outside of PowerPoint (i.e. double-
clicking the file in the folder it resides) to automatically start the Slide Show. The
viewer then doesn’t need to and can’t see the “inner workings” of the presentation.

Steps:

Open the presentation

Click File menu: Save & Send command

Select the option for PowerPoint Show (*.ppsx)

Navigate to the preferred folder in which the file will be saved

Type a name for the presentation (if necessary)

Click Save

Save & Send

I
- .] Send Using E-mail

a Save to Web
| Save fo SharePoint
-
H Broadcast Slide Show
= s
| = Publish Slides

-

File Types

|
E&'—i Change File Type

I= Create POF/XPS Documment
@2l create a vigeo
7

4

'.(' ™  Package Presentation tor CO

=4 Create Handouts

=
=
=
= Click the Save As button
=
=
=

Change File Type

Presentation File Types

|B] Presentation (*.pptx]

B} OpenDocument Presentation (*.0dp)
[ Uses the OpenDocument

IQJJ PowerPoint 97-2003 Presentation {*.ppt)

Point 87-2003 Presentatios

| g & PowerPoint Show (*ppsx)
E ﬂj

Automarically opensasa slide shaw

oint Picture Presentation . ppte)

ticn where each slide Is a picture

= -

n‘ PNG Portable Network Graphics (*.png)

B Pring qua

Ty image files of each siide

Other File Types
] Save as Another File Type
B

&

Save As

le Interctiange Format {* jpg)
ty image files of each shide
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PowerPoint 2010 Save Options

MAKING A PRESENTATION VIEWABLE ONLY AS A SLIDE SHOW

PowerPoint Show file in folder

“] New Employee Orientation.pptx 7/18/2011 .. Microsoft .. 68 KB

“] New Employee Orientation_Mod 3.pptx 8/7/20111. Microsoft ... 68 KB
?j Mew Products Division.ppsx 8/7/20115.. Microsoft.. 3,760 KB
“] New Products Division.pptx 8/7/20111. Microsoft ... 658 KB

A PowerPoint Show Can Only Be Seen In Slide Show

NEW PRODUCTS
DIVISION

Presented by
The Marketing Department
West Coast Region

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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PowerPoint 2010 Save Options
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CREATING A VIDEO FROM A PRESENTATION

PowerPoint 2010 has a new feature that allows you to create and save a video
version of your presentation. This can include slide timings, animations, and
narration.

This can be a great marketing and self-running version of your presentation.

Note: This can result in a much larger file size than with a normal
presentation.

Steps:

= Open the presentation

= Click File menu: Save & Send command

= Select the option for Create A Video

= Set any options necessary on the right side of screen

= Click Create A Video

= Navigate to the preferred folder in which the file will be saved
= Type a name for the presentation (if necessary)

= Click Save

Tra Arimations Shde Shaw Review

™ save v

Save & Send Create a Video

B save ac

Cregte a full-fidelity video from this presentation that can be distributed by using a dist; the Web,

Send Using E-mail ar e-mail.

& Cpen ﬂ_ I
Incorporates all recorded timings, narrations, and laser poirter gestures
a Save 1o Web Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

= Clote
Info
Hec ave 10 SharePoint z F i 3 i i i
Recent | SeveloSharePoini Thee time it takes to create a video varies depending on the length and complexity of the

presertation. You can continue 1o use PowerPoint while the video is being created.
New

p——
_p Broadcast Slide Show @ Get helo burning your slide show video to DVD or uploading it o the Web

Print

Computer & HD Displays

|
- [== Publish Slides B ¥
W ~ — For viewing on a computer monitor, projector, or high definition display {Large —96..,

Help File Types Ty Use Recorded Timings and Marrations
W Shides that do not have timings will use the default duranonz=et below. Any recorded L.

Options ?‘l s . i =
B cron = Change File Type Seconds to spend on each slide;  05.00

= Exit
| Create PDF/XPS Document [ty
== d
= Create

L&.-;gl Creste a Video Video
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PowerPoint 2010 Save Options
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MAKING A PRESENTATION VIEWABLE ONLY AS A SLIDE SHOW

A PowerPoint Video Viewed In Media Player

| New Products Division
|

NEW LOCATIONS

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 12



PowerPoint 2010 Publishing Options

Reference Presentation File: New Products Division.pptx
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BROADCASTING A PRESENTATION ON THE WEB

PowerPoint 2010 allows you to broadcast a presentation live on the web. Viewers
are sent a web address and can view the presentation from anywhere they have a
web connection.

A Windows Live Systems ID and password are required for the creator of
the presentation.

Steps:

= Open the presentation

= Click File menu: Save & Send: Broadcast Slide Show command
= Click the Broadcast Slide Show button

= Log in (if necessary) with your Windows Live ID and password

= In the Broadcast Show dialog box, click Start Broadcast

= Click Copy Link or Send In Email to invite people to the broadcast
= After sending email, click Start Slide Show

= Present the slide show

= When complete, click End Broadcast at the top of your screen

Home  Insert  Design  Transtions  Animations  Shide Show  Review  View

I.‘*E Save .
Save & Send Broadcast Slide Show

B save As

LFJ : ) ) Broadcast the slide show to remote viewers who can watch in aWeb browser.
B Open [= |] Send Using E-mail Hosdhup:roguiied
W Close PowerPoint creates a link to share with other people

¢ @ Sava to Web Anyone using the link can watch the slide show during the broadcast

Info
Recent <t a i

L] Save to SharePoint .:5
New l | Broa_dcast

f Broadcast Slide Show )\i Slide Show
Print - :

:] Publish Slides

4
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PowerPoint 2010 Publishing Options

BROADCASTING A PRESENTATION ON THE WEB

Broadcast Slide Show Dialog Box
Broadcast Slide Show

Broadcast Slide Show

T—

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of PowerPaoint
2010. Anyone who receives a link to the broadcast may watch it. You will need a
Windows Live ID.

Mare Information

By clicking 'Start Broadcast!, you agree to the following terms:
Service Agreement

I Change Broadcast Service I Start Broadcast | l Cancel

Windows Live Sign-In Screen

£7 Windows Live

sign up sign in

Welcome to Windows Live

& Hotmal; The efficient way to do email windous Liva 10
|
Sl SkyDrive: 25 GB of free online storage for sharing Microsoft Office .
and photos P:m\ford
\1‘: Messengar: Stav in touch with the peaplz that matter most Fargot your passward?
Learn more > [T Keep me signed in
sion in |
Don't have a Windows Live 107 | Sign up Mot yaur com puter?
et & single Use code

One Windowe Live 10 gets jou into Hotmail, Messenger, Kbox UVE—and other
Microsaft serces.

S201L Migosafl | Terms | Privacy

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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PowerPoint 2010 Publishing Options
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BROADCASTING A PRESENTATION ON THE WEB

Broadcast Slide She

Broadcast Slide Show
ﬂ‘%_—

Share this link with remote viewers and then start the slide show.

i

Noms <4
i=1 Send in Email...

Start Slide Show |

Sending Link To Broadcast Web Site via Email

jerry@dashdesignsconsulting.com

View my PowerPoint Broadcast

Open this link to view my PowerPoint slide show broadcast:
|http:/fl:ol—pptbroadl:ast.foil:eapps.Iive.|:omfp/PDwerPDintBroadcast.aspx?pptbid:2?d8220‘F—a226—48be—bf7?—aal:226b4159|3
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BROADCASTING A PRESENTATION ON THE WEB

Slide Show Broadcast in Viewers’ Web Browser

P http//col-p. O~ & X @Microsoft PowerPoi... * v {‘:3:}
% MAvG v Q- v B search | EJ AVG News~ F News~ | 2 - [Z] E-mail v ~ Weather - @ PC Support
] » o —— >l
v Q; ieonline.microsoft.com... ¥ {:ﬁ > B -~ = @= v Page~v Safetyv Tools~ f@_}v
Microsoft PowerPoint 2010 Breadcast
& view Full Screen Legal Privacy ||
i
|
I
PRODU
Droce od D
- = - * . =i} -

<:

End Broadcast Button

o Broadcast View You are broadcasting this presentation and cannot make changes. i End Broadcast |

Slides Qutline

LA

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 16




PowerPoint 2010 Publishing Options

3

d31dVHD

PACKAGE A PRESENTATION FOR DISTRIBUTION

The Package For CD command allows users to create a portable version of a
presentation for distribution to clients and/or colleagues. This process encapsulates
the presentation with its own viewer so that PowerPoint is not required on that
viewer’s computer. It can be placed on a CD or a folder on a computer.

This can make for a very efficient method of sending mailings to potential clients as
well as a back up in the case of computer failure prior to a presentation.

Steps:

= Open the presentation

= Click File menu: Save & Send: Package Presentation For CD
= In the Package For CD dialog box, name the presentation

To PACKAGE THE PRESENTATION TO CD

— Place a blank CD in the drive
= Click Copy to CD button T

= If Microsoft asks about copying links, click No

= When completed, click Close the Package For CD dialog box

TO PACKAGE THE PRESENTATION TO A FOLDER

;
— Click Copy to Folder button | Copy to Folder...

= If message appears about updating files to compatibility mode, click OK
= Navigate to preferred folder in which packaged presentation will be saved
= Click OK in Copy To Folder dialog box to confirm and process command
=

When completed, click Close the Package For CD dialog box

17 Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting



PowerPoint 2010 Publishing Options

PACKAGE A PRESENTATION FOR DISTRIBUTION

Home

M save
B Save as
& Open

= Close

Info

Recent

MNew

Print

Help

B option:

® Exit

Animations

Send Using E-mail

Save to Web

Save to SharePaint

Broadcast Slide Show

Publish Slides

File Types

ﬂ Change File Type

Create PDF/XPS Document

Create 2 Video

Package Presentation for CD

Slide Show

Review Wiew

Package Presentation for CD

d31LdVHD

Create a package so that other people can watch the presentation on most COMPLIERs.

This package includes.
Linked or embedded items such as videaos, sounds, and fonts
Any other files added to the package

L]
g™

Package for
cD

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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PACKAGE A PRESENTATION FOR DISTRIBUTION

Package For CD g $
dialog box A

Name the CD: | Mew Products]

Files to be copied
| New Products Division.pptx
) *_| New Products Division.pp!
4
E: Remaove
bd
Options...
l Copy to Folder... l I Copy to CD ]

PowerPoint 2010 will ask in you want to include linked files in the “package”. Click No to reduce
the size of the file.

Microsoft PowerPoint

__You chose to package all linked files in your presentation, so PowerPaint will copy the finked files to your computer. You should include linked files in your package only if you trust the source of
| each finked file.
[

Do you want to include linked files in your package?

e [ ol

opying Files to D

Copying the data files to the CD...

| L) The files were successfully copied to the CD.
Do you want to copy the same files to another CD?

e ——

19 Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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PACKAGE A PRESENTATION FOR DISTRIBUTION

Finished files on CD disc

MName ¥ Date modified Type Size

4 Files Currently on the Disc (3)

| PresentationPackage 8/7/2011 1:03 PM File folder
@ AUTORUN.INF 8/7/2011 1:03 PM Setup Information 1KB
““] New Products Division.pptx 8/7/2011 1.03 PM Microsoft Office P... 1199 KB

Copy To Folder dialog box

Copy to Folder . M

Copy files to a new folder with a name and location you specify.

Folder name: | New Prodt

Location: :r(.::\Users\Jerry Maletsky\Documents),

| | ok | Canoel];

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 20
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CREATING HANDOUTS FROM MICROSOFT WORD

Although PowerPoint provides options to print Handouts and Notes Pages, these
options are limited. Using the Create Handouts In Microsoft Word provides more
options for layout and printing controls.

This includes choosing layouts that are not available in PowerPoint.

Steps:

= Open the presentation

= Click File menu: Save & Send: Create Handouts command

= In the Send To Microsoft Word dialog box, select the preferred layout
= Click Paste Link (if preferred) - updates Word document automatically

= Save Word document to
complete process -
P Pr Send To Microsoft Office Word |ty ||

Page layout in Microsoft Office Word -

@ Notes next to slides

) Blank lines next to slides

) Notes below slides

) Blank lines below slides

) Qutline only

O {1 5 2

Add slides to Microsoft Office Word document
@ Paste
©) Paste link

OK [ Cancel

21 Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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CREATING HANDOUTS FROM MICROSOFT WORD

Handouts in Microsoft Word Document

Sice s

"
¢
“
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4 Customizing Slide Shows

Reference Presentation File: New Products Division.pptx
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CREATE CUSTOM SLIDE SHOW

A PowerPoint Custom Slide Show allows users to maintain one larger presentation
file but choose which slides to present in the slide show. This can be a flexible
method in which to present different slide shows to groups all contained within one
manageable presentation file.

Home Insert Design Transitions Animations Slide Show Review  View

:—J)' ':g: ":\6 _i-:- 2:'} "_J B l«:”) (V| Play Narrations
= 2 5 21 o RS A (v

(@l Resolution: |Use Current Resolut... -

(V| Use Timings = Shaw On: -

From From Broadcast  Custom SetUp  Hide |Rehearse Record : _
Beginning Current Slide ~ Slide Show Slide Show - | Slide Show Slide ~ Timings Slide Show * /| show Media Controls | | | Use Presenter View
Start Slide Show Set Up. Monitars
Animations
B E Rl O bl
From From Broadcast  Custom SetUp  Hide | Rehear
Beginning Current Siide ~ lide Shaw Slide stiow - | Slide show Slide  Timing
Start Slide Show West Caast
Steps: Slides  Qutline T ——

= Click on the Slide Show Tab

= Click the Custom Slide Show command,
Custom Shows option

In the Custom Show box, click the New button

In the Define Custom Show dialog box...

Type a name for the custom show

Double-click (or click Add button) to add preferred slides to right box

Click OK to complete the process

O

In the Custom Show box, click the Close button or Show button
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Customizing Slide Shows

CREATE CUSTOM SLIDE SHOW

Custom Shows dialog box

Define Custom Show dialog box

d31LdVHD

Define Custom Show
|
Slide show name: iWest Coast
Slides in presentation: Slides in custom show:
1, New Products Division 1. New Products Division
2. New Locations 2, New Markets
3. New Markets 3. New Revenues
4, Agenda 4, Subsidiary Revenues o
5. New Revenues . 5. Sales Revenue (4]
6. 2007 Revenues e
z idi |
7. Subsidiary Revenues W [iJ
( | | cancel |
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Customizing Slide Shows

4

Reference Presentation File: PowerPoint Narration.pptx
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RUNNING A SLIDE SHOW WITH NARRATION

Narrating a presentation allows presenters to communicate their “talking points”
without having to be physically present during the presentation. This is particularly
useful when saving a file as a .pps format, allowing the viewer to see only the slide
show with your voice-over. Narrations can be embedded or linked (saving file
size).

PowerPoint tracks the time needed for each slide during the narration process and
provides an option to save these timings along with the narration in order to play
the presentation automatically if required.

Steps:
= Navigate to the starting slide
= Click Slide Show tab: Record Slide Show

= Select whether you want to include Slide and Animation timings and/or Narra-
tions and Laser Pointer options

= Click Start Recording button

U

Start slide show and begin narrations

= As you progress through each slide PowerPoint records narration as well as time
allotment on each slide

= At the end of the slide show PowerPoint will prompt you to Save or Don’t Save
narrations and timings

: =

Slide Show Review View

A L_j ‘[ ¥ |[v| play Narrations 1] Resolution: || Select what you want to record before you begin recording.
e [v] use Timings [ Show On: || Slide and animation timings

Hide | Rehearse| Record |~ W e - .

slide ' Timings 'Siide Show ~ (V) Show Media Controls | [ | Use Presente || Marrations and laser pointer

b3  Start Recording from Beginning...

Start Recording J | Cancel

D  Start Recording from Current Slide...

Clear 4
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RUNNING A SLIDE SHOW WITH NARRATION

Recording
» Ul |

S |

Thunder Products 8/7/2011 2
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Customizing Slide Shows

4

Reference Presentation File: New Products Division.pptx
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REHEARSE AND APPLY TIMINGS FOR THE SHOW

Slide Shows can be run automatically with timings you set (in seconds). This can be
done manually by entering a time in the Automatically After box in the Advance
Slide group on the Transitions tab.

Advance Slide
¥ On Mouse Click

¥ Automatically After: 100:10.90 2 _

o _ l Slide Show
You can also set timings by running the Rehearse Timings
command on the Slide Show tab. When you activate this = | &
command, the slide show automatically starts and records e K
how many seconds have elapsed as you “talk through” each
slide and you advance to the next slide. At the end of the
presentation, PowerPoint will display the total time it took to
complete the Slide Show and ask you if you want to assign the Set Up
individual time settings to each slide.

Rehearse  Record
Timings Slide Show ~

In the Set Up Show dialog box (see page 34), in the Advance Slides area, there is
an option to run the slide show manually or “Using timings, if present.” If you don't
change this option the Slide Show will run automatically from these timings.

This is an excellent method to set up your Slide Show to run automatically as well as
to get an estimate of how much overall time is required for your presentation.

If you decide to change the timings, just run Rehearse Timings again.

Steps:

= Click Slide Show tab: Rehearse Timings

= The Slide Show begins, “talk through” the first slide

= When ready, click to advance to the next slide

= Practice your presentation through each slide, advancing as necessary

= At end of the slide show, click Yes to accept timings, if preferred
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REHEARSE AND APPLY TIMINGS FOR THE SHOW

Rehearse Timings In A PowerPoint Slide Show

Rehearsal v X

% 1 0:00:09 = | 0:00:12

Safety

2005 Performance review

Business Strategies
2006 Business Plan
Q&A J

Applied Timings In Slide Sorter View

Safaty Region  Revenues

2005 Parformance sies North 23475 Milion
Bugness Strategies South 3g.35 Midiion
* 2005 Business Plan East 23553 HARbon
oA ' West 10455 Wikon

- /
| 025 o
DO-1 0 < D025 = 0
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Customizing Slide Shows

4

Reference Presentation File: New Products Division.pptx
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APPLYING SLIDE SHOW SETUP OPTIONS

The Set Up Show dialog box provides several options with which to control your slide
show. They include running the slide show continuously, running the slide
show manually (with your mouse clicks) or

automatically, and only showing a range of

slides bitions Animations Slide Show Revi
. . . - -_\A i [ - )
This command is found in the Slide Show tab. _ﬁ_:I iLl ,\»)ﬂ kb) |

SetUp | Hide | Rehearse Record
Slide Show] Slide  Timings Slide Show -

Set Up

Set Up Show
L — =

29

Show type

(@ Presented by a speaker (full screen)
(| Browsed by an individual (window)

| ) Browsed at a kiosk (full screen)

Show options

EI Loop continuously until 'Esc’
EI Show without narration

EI Show without animation

Fen color:

[ |

Laser pointer color: — —

button.

Show slides
@Al
(JErom: | -:.:.Iu: £

(" Custom show:

West Coast EI

Advance slides
(I Manually
'{i-gsing timings, if present

Multiple monitors

- - - =R —
1 ':T‘-!_:l.:l" SHCR SRE [LL ] Jd

Primary Monitor >

I | Show Presenter View

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse

oK ] | Cancel
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USING PRESENTER VIEW

PowerPoint 2010 has a new feature called Presenter View. With this option a
presenter can display their presentation on one display while seeing a different
view on another. For example, the presenter can display the actual slide show to

the audience while viewing their speaker notes on another.
\This process requires two display devices.

Stide Show Review View Acrobat
| 9 Record Narration (@d) Resolution: Use Current Resolution ~
@?f Rehearse Timings =£Show Presentation On
: V' Use Rehearsed Timings Use Presenter View
Set Up Monitors
Steps:
= Click Use Presenter View, in the Monitors group on the Slide Show tab
= Click Check button to verify there are two displays i ek ¢
= In the Display Monitors dialog box, click the Settings tab
= Select the Use This Device As The Primary Monitor option
. - - M i in e S
= Click the 2nd monitor icon & Display Settings =
I Monitori I
= Select Extend My Windows DeSktop Drag the icons to match your monitors. Identify Monitors I

Onto This Monitor check box

= Click OK 1 '
il
u | |

{ [2. (Default Monitor) on NVIDIA GeForce 7300 LE -

| | [C] This is my main menitor
[7] Extend the desktop onto this monitor

v

Microsoft Office PowerPoint.

i Resclution: Colors:
Low
|\ This feature is for use ith more than one monitar, but only one monitor was detected, To B0y G110, piele
{ o the Ched( bUtton. How do I get the best display? Advanced Settings...

[ OK ][ Cancel ][ Apply ]
Cancel

Microsoft PowerPoint 2010 Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 30




5 Advanced Slide Show Techniques

Reference Presentation File: Insert Movies and Sounds.pptx
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INSERTING SOUNDS AND MOVIES INTO SLIDES

Sounds and movies can be a powerful way of communicating information to the
audience. PowerPoint can read a variety of different movie and sound file formats.
These include:

Movies: .avi  .mpg .mpeg .wmv .wpl
Sounds: .wav .mdi .mp3 .aif

The inserted movie appears as a still frame image. An inserted sound appears as an
icon. Sounds and movies can be set to play on the click of the mouse or automatically
when the slide appears on the screen during the slide show.

Steps:
Inserting Movies
= Click onto the slide in which the movie will be inserted
= Click the Insert tab: Media Clips group, Movie command
= Select Movie from File (if an external file) - OR -

= Select Movie from Clip Organizer
(to use a PowerPoint animated graphic)

= Choose one of the following options for how the movie will play

Microseft Office PowerPoint X

How do you want the movie to start in the slide show?

[ Show Help == J

[ Automatically | ( When Clicked ]

Note: if you want to change the above options later, use the
Custom Animation task pane and Effect Options box. The Timing tab
will allow you to reset how the movie starts.
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INSERTING SOUNDS AND MOVIES INTO SLIDES

Steps:
Inserting Sounds

= Click onto the slide in which the movie will be inserted

= Click the Insert tab: Media Clips group, Sound command
= Select Sound from File (if the external file) - OR -
=

Select Sound from Clip Organizer
(to use a PowerPoint sound file)

= Choose one of the following options for how the movie will play

Microsoft Office PowerPoint

o
\l ‘) How do you want the sound to start in the slide show?

[ Show Help == J

Eméutomatically | [ When gick,edj

Note: if you want to change the above options later, use the Custom Animation task
pane and Effect Options box.

The Timing tab will allow you . i
to reset how the sound starts. SamP|e Business Video

This video reprinted from Microsoft.com for the sole purpose of demonstration only
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INSERTING VIDEO FROM DIRECTLY FROM THE WEB

PowerPoint 2010 allows you to directly embed videos directly from the web. In
addition, you can easily edit your embedded videos with no additional software
needed. Trim, add fades and effects, or even include bookmarks in your video to
trigger animations.

Note: Video can only be seen in the Slide Show View!

Design Transitions Animations Slide Show Review Multiple-Mouse Acrobat

=R R =N I

Table | Picture Clip Screenshot Photo | Shapes SmartArt Chart | Hyperlink Action | Text Header WordArt Date Slide Object | Equation Symbol | Video |Audio | YouTube
h At v Albumr | v Box &Footer ber z il - iceonl

o4 Video from File...

Slides  Outline i g VVideofrom\_’Vebsne.u
L=

Clip Art Video...

Microsoft PowerPoint 2010

)
Yﬂu {autodesk | Seach | Browse  Upload

Autodesk Inventor 2010 Cable and Harness Design
Autodesk 960 videos (¥ Subserine

Video

v

Audio | YouTube
v Video

_@ Video from File...

Video from Web Site...

Report playback issue Clip Art Video...
SageRN0® b [P [ Take speed test
[ Te—} Stop download
HOumoe —
T ol = Copyembedhtml -
e L 11
— Show videoinfo .
Conydebuaito Toinsert alnk to a video you've uploaded to a Web site, copy the embed code from that Web site and
4 opy debug | pasteitinto the text box below:
Seltngs.. <object style="height: 344px; width: 425px"><param name="movie"
< 5 ! ' value="http: fwww. youtube. com/v/8MriHNdLs"> <param name ="alowFullScreen” value="true">
e s 1] Global Settings.. <param name="alowScriptAccess” value="always"><embed
e widwniincn | W ] src="http: /fwww. youtube.com/v/B)MMriHNdLs" type ="application/x-shockwave-flash”
:-:-... | “TTTTTTTTTT About Adobe Fiash Pleyer 10.. {alowfulscreen="true" allowScriptAccess="always" width="425" height="344">< fobject>
Sy ——l I ; - -~

[ 4] onsrss " | 0]
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INSERTING VIDEO FROM DIRECTLY FROM THE WEB

Steps:
On the Insert tab, open the Video button and select Video From Web Site...

Navigate to the website and find your video (i.e. YouTube).

Right-Click on video and select Copy embed html command.

=
=

=

= Return to PowerPoint slide.

= Click the Insert Tab, Video, Video from Web Site command.

= Right-click and Paste copied html into the displayed dialog box
=

Click Insert.

Example

of Autodesk Inventor 2010 Cable and Harness Design

AutoCAD
Tutorial

P il | 0002138 (&)
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Reference Presentation File: New Products Division.pptx

d31dVHD

USING AN ACTION BUTTON FOR SLIDE SHOW NAVIGATION

You can create hyperlinks from Action Buttons to use during a Slide Show. Action
Buttons are graphic tools provided by PowerPoint. They come in a variety of shapes
including left and right pointing arrow buttons. Action buttons can be set to
activate by clicking or just moving the mouse over them

Action Buttons only operate during a Slide Show.

Steps:
= Navigate to the preferred slide

= Click Insert tab, Shapes command

= In the Shapes list, Action Buttons category, select preferred shape

Animations Slide Show Review View

LD [ Sl B

P2l @ 5] =

{Shapes (SmartArt Chart | Hyperlnk Action | Text Header
« \ Sox & Foater

eIl !
S |

Picture  Chp  Screenshot Photo
Album -

- aniolts

@R S.ad g ded
¢ A0 3 do

Action Buttons

HEEHEEEEEEED . S —

= Position the mouse over the slide and draw the shape on the slide
= In Action Settings dialog box, activate Mouse Click or Mouse Over tab
= Click the Hyperlink To option
= Open the Hyperlink To list and select the option that best fits
= Follow instructions in the succeeding screen
(i.e. select file to open, type or paste web address in URL box

= Click OK until Action Settings dialog box is closed
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USING AN ACTION BUTTON FOR SLIDE SHOW NAVIGATION

Action Settings Dialog Box - (Note: Mouse Click Tab and Mouse Over Tab)

Mouse Click | ouse Over | <]

Action on dick

) None

@ Hyperlink to:
' Next Slide El

fEnd Show [ ]

1Custom Show. ..
Slide...

e g
1Other PowerPaoint Presentation. ..
Qther File... E

Objectaction:

| [T Play sound:
I Ir[HD Sound] [ '

[ [ | Highlight dick

| ok || canel

i__ﬁf—tp://\;ww.globalciyding._ com|

ok | [ concel |
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USING AN ACTION BUTTON FOR SLIDE SHOW NAVIGATION

Action Settings Dialog Box - Hyperlink To Other File Option Dialog Box

oen -
oo “\jews

Organize v

Favorite Links

El Documents

%l Recent Places
Desktop

18 Computer
Music

Ew Pictures

js Public

(4 Recently Changed

E Searches

\) Training Files

Folders P

File name:

| ~
Name

v ‘ New Folder

Date modified Type Size
B ANALYSIS.XLS
.| BUDGET.WK4
B DATALIST.XLS
B FEATURESXLS
B FUNCTION.XLS
MACROS.XLS
E)PIVOT.XLS

&) PIvOT2.XLS

B REVIEWL.XLS
EREVIEW2.XLS
B SHARED.XLS

& SHARED2.XLS
B STOCKDAT.XLS

- TERMS.TXT

[ PR S e

m

ANALYSISXLS v [AlFies()

Tools = [ QK

]
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USING AN ACTION BUTTON FOR SLIDE SHOW NAVIGATION

Action Buttons On Slide Example

New Markets

New /Renovated Locations
Updated Equipment
Additional Training For Staff

Increase Advertising Budgets
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ANNOTATING SLIDE SHOWS

During a presentation you may want to highlight or call attention to elements on
the slide.

You can add text or draw on a slide during the Slide Show using Annotation. The
Pen tool, available during the Slide show, allows you to emphasize your
information by drawing on the slide. This includes adding text, arrows, lines, as
well as highlighting content. You can set the type and color of the pen in the
Pointer Options menu during the slide show.

The annotations will disappear when you change slides. You can erase them at any
time by pressing “E”. At the end of the presentation you will have the option of
keeping or discarding any remaining annotations.

Steps:

— Start the Slide Show
= Right-Click anywhere on the screen

= Select Pointer Options, then preferred type of annotation tool
= Click Ink Color (to change color)

= Move mouse over slide area and drag to create annotations

Mext
Previous
Note: you can also move your mouse to the
lower left corner of screen Click the Pen
menu button 1

Go to Slide ¥
Custom Show »

Screen r

@ j ﬂ ,.@ Fointer Options. » |/ [z | Arrow

Help # Ballpoint Pen
& EeltTip Pen
End Show & Highlighter
- ink Color .4
Arrow Options b
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ANNOTATING SLIDE SHOWS

Example of Annotations During Slide Show

New Revenues

Revenues |
234.75 MilIionBeg( :

89.35 Million
135.50 Million
104.55 Million

Notes:
¢ You can erase annotations on an active slide by pressing the letter E key

¢ You can turn off annotations by right-clicking on the screen during the slide show and
selecting the Pointer Options, Arrow command

¢ At the end of the slide show, PowerPoint will give you the option of discarding or
keeping the annotations. If kept, the annotations can be manually deleted on the slides

themselve . 2 X
S Micrasoft Office PowerPoint X
‘ ! Do you want to keep your ink annotations?
ngeep { [ Discard J
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5 Optional Project

Reference Presentation File: Optional Advanced Project.pptx
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CREATING A CUSTOM SLIDE TO SLIDE TRANSITION

Creating animated transitions in which slides appear to blend from one slide to the
next is an interesting method of transitioning from one slide to another.

Steps:

= In Slide Sorter view, select the second of two consecutive slides

= Copy and Paste the selected slide (Home tab)

= There are now 3 slides

= The 2nd slide should not have any transitions applied to it
= Select slide 1, click Office button: Save As command
= Set Save As Type box to jpg file type and name the file, click Save
= Click the Current Slide Only button
= Repeat for slide 2
= Select slide 2 and draw a black rectangle over the entire slide
= Insert the first picture created from the above steps onto slide 2
= Resize picture so that it completely covers slide 2
= Set the following Custom Animation effects for the 1st picture
Exit Animation = Collapse
Start = After Previous
Direction = Across
Speed = Fast

= Insert the 2nd picture just as you did the 1st picture

= Set the following Custom Animation effects for the 2nd picture

Entrance Animation = Stretch

Start = After Previous
Direction = Across

Speed = Fast

= Set transitions for slides 2 and 3 to none and Automatically After to 0 seconds

= Save presentation and run slide show
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CREATING A CUSTOM SLIDE TO SLIDE TRANSITION
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o New Rensaned Lsaatom

Uzsated Sousmet

- Adstionst Thalring Por

oreaae A eang Sudge

New /Renovated Locations

Updated Equipment

Additional Training For Staff

Increase Advertising Budgets

Custom Animation

1- [;& Add Effect v] [x; REmOVE]

v X
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