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A dmg .S_m?ﬁi%rt_iﬁ a Slide

Using Tables, Charts, and Sma tArt

i this éxerci_se you'llinsart SmartAri graphice into-several presentation slides.

i,

42 'Ghanging SmartArt Layouts

Open the exercise file 4-1-sousce, Save your document as project_4-1_ smartaet.
Select slide of the Northwind “Interoffice Mig” presentation. Click somewhere in
the bulleted list and choose Forraai - Daragraph = Cowvert (o Semartdrt, Select the
org chzu"__t.

In the text pane, indent all the lines below “Cameo.”

The SmartArt automatically updates to reflect the new bulleted list structure.

Righ_t click the flowchart on slide 2 and select Convert 16 Toxr

e Timmeline Soaoridrs

Indent lines 3-5, then convert the list to &

Select several pieces of the SmartArt in turn — the blue dots, arrow, and text pieces —
and move them around che screen.

Click &

Save and close your document.

aridor Tools = T v Beset Goaphic,

lin this exercise you'll modily pi'et_:es of SmartAri in a presentation.

1.

2,
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Open the project file 4-2-source. Save our document as
P P ¥

project 4-2 _changing smartart.

proj gung

Select the SmartArt on slide 2. In the SmastArt Tools » Design tab, mouse over
several entries in the Layours gallery o see the changes the different layouts make to
the chart’s information.

Select the Circle Process layout.

Right click slide 2 in the slide selection pane and click Daplicaie Slide,
(The duplicate is now slide 3.)

On slide 3, select the SmariAr and in the SmartArt Design tools tab, click Rese: »

Converr = Convert to Sha pes.
Rotate the new image 45 degrees counterclockwise.

Add a gradient fill to slide 3’s background, Linear gradieni, from bottom left to top
right (like the image), color 3 rmage — Accen: 2,

Save and close the dbcument.




Addmg Emages toa Pmsenmﬁmn

ln thls exercise you WIIE searrh for i lmages onlme and insert them into a new slide show.

1.
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Project 5-2

Czeate a new blank presentation and save it as pro;ez:i

A.dd thﬁ tCXt LT

B IR T ages

s,

it (title) and P11 ¥ sson 5 (subtitle) to slide 1.

Acld a new slide (Ceed+14) and in its content area click the ©rni ine Picturzs control.

Do a ctip s (not Bing image) search for butiedty on Homer, Insert one of the
&

resul{mg mlages

Add a thlrd slide with the same layout; insert online clip art using the search string

Fe] .M._“l

Add 4 new shde, shde 4, with the Blank layou.t Cllck Imseit

adda piece of clip art using the search string safagd lioe

e Urline Plomces o

Note the way PowerPoint lays out the image on blank vs structured slides.

Save and close your document.

- Styling and Cropging images

This exercise utilizes PowerPoist's irmage formatting and style tools,

Wopd e

L

o

Open the exercise file 5-2-source and save it as project_5-2_crop
Select the i image on slide 2.
Click Picture Tonls » B formad = Aavistie Sileeis = Pearid Graysn

Select the image on slide 3.
Click Formar = Crop,

Drag the sides and top of the cropping frame toward the orangutan in the image, to

make a “tightly cropped,” tall, thin frame,
When you have the crop you want, press Esca;

Crop the lion image on sfide 4 to a tight 3. S"XS 5” square. Apply the Grange, Accent

velor 2 Light color correction and Reflecrad Rownded
Save and close your document.

ijem 5 & Ammatmg Sllde Elements

In thls exercase you’tl add a couple of ammatlons to siide elements.'- :

' '-'Select the modified butterﬂy Imagc on shde

*‘Diamond Effect Option. '
. '-_Add a Fade transgtmn from slide 2 to shde 3 Wlth duratlon 3 seconds.
' 'Select the slide 4 ; image and click the Lines motion path

i

Open ihe ¢ exercise file S—B—souru and 52 pr
- Apply the

HReciangle Picture Style,

ject. 5-3_animation.

Sh:ipc animation with the

animation.

After the preview plays, drag the red destination dot to the uppet right of the slide.

Then press Hater.

Preview the slide 4 animation by clicking the Play Anin:
the slide selecror pane,

Save and close your document.

ations jcon next to slide 4 in




In this exercise yvou'll add ink annotations to a presemation and save them to the Pty ile,

1

In this exercise you'll use s_av_e_d f_ehearsal timings to nail down your presentation delivery,

1.

2.

G,

Project 5-6: Presenting Online

in this exercise you'll deliver a brief presentation using the Office Presentation Service,

Delivering Your Presentation

Adding Ink Annotations io a Fressaiation

Open the project file G-x-soucce and save it to your working directory as
project G4 ik,

Run the presentation in Slide Show or Presenter View.
[n slides 2 a_nci 3, circle the Tn
On the ﬁnal slide, circle Heliks and place a star next to his name, Keep the
annotations when prompred.

ih

suli snd Ship steps using the pen wool.

Rs.r_un:'_t'h_é_ pg.:y:_s._énf'at_iq%i and highlight the title of cach slide except the first. Again,
keep the annotations when prompted.

Norte that slide annotations are additive - the second round won? replace the first,
Close and save _'jz:_o ur document.

Rehearsal Timings

Open the prbje_c_t file 6-x-sorwce and save it to your working directory as
g{an’ojeci_ﬁ—fa_tijninga.

Use the Slide Show > Rehencse Timings command to add slide timings (a few
seconds per slide) to the file,

When prompted, keep the timings.

Run the presentation, making sure Slide Show » Use Timings is selected.

Ifyou have 4 microphone, rerun the slide show, recording both narration and ink/
laser pen marks. Keep your narration and markap,

Save and close your document.

Open the project file 6-x-source, Save it as project_6-6_anline:
Add a slide Wi_th_your:pamc and image, and save the document,

Set up an anline presentation using the Office Presentation Service. Set it up so that
remote viewers can download the presentation.

Deliver the presentation to your instructor online. When you’re finished, close the
file. s




