WRAPPING UP

A PRESENTATION

In this chapter, you'll learn about putting the
finishing touches on a presentation:

L 2

Add within-slide animations, incoming
slide transitions, and action buttons

Make minor edits to movies you've placed
on slides

Rearrange slides to match their final order,
as well as delete and hide slides

Rehearse the presentation while recording
the time spent on each slide and on the
total presentation

Print notes, handouts, and other material
you'll need for the presentation

Save the presentation in other formats
(such as PDF) and package its contents
onaCD or DVD

Present the slide show in person or broad-
cast it over the Internet

v Tip

To run a finished presentation, follow the
steps in “Previewing the Slide Show” in
Chapter 14.
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Chapter 15

Animating Objects and Text

To add motion to a presentation, you can
animate any object on a slide, such as a text
block, picture, chart, or SmartArt object.

You can choose animation effects from the
Animation or Add Animation gallery. You can
fine-tune an effect by choosing commands
from the Animations tab or by opening the
Animation Pane. Any slide can contain mul-
tiple animated objects. You can even assign
multiple animations to the same object.

To assign an animation to an object:

1. In Normal view, select the object on the
current slide that you want to animate.
Switch to the Animations tab.

2. Choose an effect from the Animation
gallery (Figure 15.1, below).

As you hover the cursor over an effect, an
animation preview appears on the slide.
After you pick an effect, a number appears
beside the object that shows the order in
which the effect will play (Figure 15.2).

3. Optional: To add another effect to the
object, choose it from the Add Animation
gallery in the Advanced Animation group.

WiklaL QUICKSTART SUIDT

Figure 15.2 Each animation is numbered to show
the sequence in which it will play.

Home Insert Dresign Transitions
* « A i
bk | Kk r
Preview MNone Appear Fade
Preview |

| Animations

Animation

Slide Show Review

S X |

Fyin N Floatin  |—_ Effed | 000
Uptions

Figure 15.1 View different animation effects by clicking the scroll arrows or click More to see the entire

animation gallery.
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Effect
Options ~

Direction

From Bottom

From Bottom-Left
From Left

From Top-Left
From Top

From Top-Right

From Right l}

Figure 15.3 When

FENEe IS

Effect | Timing

From Bottom-Right | available, effect options
differ for each effect.

Fiy In =

Settings
Direction: |_|
spoothstart: ()
Smooth end: 5 —
Bounce end: U—

4

Enhancements
Sound: | [Mo Sound)] lzu |\_§|
After animation: |Don't Dim lzn o
Animate bexk: | lzn

l:l % delay between letters

[

]

Figure 15.4 You set options for a selected effect in
an effect-specific dialog box. This is where you can
associate a sound with an effect, for example.

To set options for an effect:

1. In Normal view, switch to the Animations
tab. On the slide, select the number of the
animation effect that you want to modify.

2. Do any of the following:

A Choose an option from the Effect
Options menu (Figure 15.3).

A Click the dialog box launcher icon at
the bottom of the Animation group
and set options in the dialog box that
appears (Figure 15.4).

A C(Click the Animation Pane icon in the
Advanced Animation group. In the
pane, select the animation that you
want to modify. Then choose an option
from the Effect Options menu, click
the Effect Options dialog box launcher,
or choose Effect Options from the
drop-down menu to the right of the
object name.

v Tips

B FEven information in the footer, such as
the slide number, can be animated.

B To view additional effects, choose a More...
command from the Animation gallery or
Add Animation drop-down menu.

B To set an effect for multiple objects that
will all play simultaneously, select all of
the objects and then choose the effect.

B To apply one object’s animations to
another object, select the object with the
animation you want to copy, click the
Animation Painter icon in the Advanced
Animation group, and then click the tar-
get object.

continues on next page
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When animating a complex object com-
posed of multiple elements, such as a
SmartArt graphic or chart, you can animate
it as though it were a single object, one
element or item type at a time, and so on.

To replace one animation with another,
select the effect step for the object in the
Animation Pane and choose a replacement
effect from the Animation gallery.

You can view a slide’s animations by click-
ing the Preview icon in the Preview group
or by clicking Play in the Animation Pane.

To change the order in which animations

will play, open the Animation Pane, select

the effect that you want to move, and then

do any of the following:

A Drag the effect up or down to a new
position in the list.

A Click aRe-Order icon at the bottom of
the Animation Pane (Figure 15.5).

A Click a Reorder Animation icon (Move
Earlier or Move Later) in the Timing
group (Figure 15.6).

To remove an animation from a selected
object, do one of the following:

A Select None in the Animation gallery.
A Choose Remove from the effect’s drop-
down menu in the Animation Pane

(Figure 15.7).
A Select the effect in the Animation Pane
or select the effect’s number on the slide

and press (Delete].

Don't overuse animations. A few can draw
attention to key elements on important
slides; too many can turn a presentation
into a carnival sideshow.

Seconds »| ¢ [0] + 2 »

E] Re-Order E]

Figure 15.5 You can click a Re-Order icon at the
bottom of the Animation Pane to move a selected
animation step to a different position.

[ Start: On Click =~ Reorder Animation
& Duration: | 01.00 & NMove Earlier

(P Delay: 00,00 v Move Later

Figure 15.6 Or you can click the Move Earlier or Move
Later icon in the Timing group. Each click moves the
effect one step up or down in the animation list.

1 4 Picture 3 O
|£{ Title 1t Visual ... g E
“3 Start On Click

Start With Previous
D Start After Previous

Effect Options...
Tirning...

Hide Advanced Timeline
Eemowve [}

Figure 15.7 To remove an effect, you can
select it in the Animation Pane and choose
Remove from the effect’s drop-down menu.
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in]} % Color =
o

Corrections

é@ Poster Frame ~

- # Reset Design

Drightness and Contrast

% Video Corrections Options...

-

Brightness: 0% [Mormal] Contrast: <20 J
- o

Figure 15.8 You can alter the brightness/contrast and
color cast of a movie by choosing thumbnails from the
Corrections and Color galleries.

§§| Poster Frame ~

é-Ej Current Frame

ﬁ Image from File...

5 | Reset

Current Frame

Set the preview image for the video
clip to the current frame.

9 Press F1 for more help.

Figure 15.9 You can set a poster frame for a video.

Editing Movies

Office 2010 provides tools for editing videos.
When you select a movie on the current slide,
the Video Tools contextual tab appears. You
can choose new settings from its Format and
Playback tabs.

Format tab tools

Using commands on the Format tab of the
Video Tools contextual tab, you can perform
the following edits on a selected movie clip:

¢ Correct brightness/contrast. Choose a
brightness/contrast thumbnail from the
Corrections gallery in the Adjust group
(Figure 15.8). For more precise settings,
choose Video Corrections Options from
the bottom of the gallery menu.

¢ Recolor movies. To display the video in
grayscale (shades of gray) or with an overall
color cast, choose a thumbnail from the
Color gallery in the Adjust group. Choose
More Variations if you want to use a color
that isn't shown.

¢ Setaposter frame. A poster frameis an
image used to represent the movie when
it’s not playing. To select a movie frame,
advance the movie to the frame and choose
Current Frame from the Poster Frame
drop-down menu in the Adjust group
(Figure 15.9). If you prefer, you can select
a picture from your hard disk to serve as
the poster frame.

¢ Addaborder. If you want to surround the
movie with a border, choose settings from
the Video Border drop-down menu in the
Video Styles group. Alternatively, you can
click the Format Video dialog box launcher
(found at the bottom of the Video Styles
group) and select settings from the Border
Color and Border Style categories.
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¢ Apply object formatting. You can add a
fancy frame or alter the shape of a video
clip by choosing commands from the Video
Styles group (Figure 15.10).

¢ Resize movies. You can resize any movie
frame by doing any of the following:

A Click a corner and drag,

A Type new numbers or click the arrows
in the Video Height and Video Width
boxes in the Size group (Figure 15.11).

A Click the dialog box launcher in the Size
group (Figure 15.11) to enter specific
dimensions or scaling numbers.

¢ Reset formatting. To remove all applied
formatting changes, click Reset Design in
the Adjust group (see Figure 15.8).

v Tip

B Other than selecting a poster frame to
ensure that a consistent image appears
when the slide is first presented, it's unlikely
that you'll use many of the commands on
the Format tab to modify the appearance
of your movies.

Playback tab tools

Using commands on the Playback tab of the
Video Tools contextual tab, you can specify
how a selected movie clip will play during the
presentation:

¢ Trim videos. Click the Trim Video com-
mand in the Editing group to remove
unwanted frames from the start or end
of avideo clip. In the Trim Video dialog
box (Figure 15.12), drag the green start
marker and/or the red end marker to new
positions, and then click OK.

[ videa shape ~

; ; ; g D ‘-_- - | L Video Dorder -

¥ ¥ Video Effects v

Video Styles

Figure 15.10 To add a stylized frame or border to a
movie, choose options from the Video Styles group.

| é"u 47" £ —— Video Height
Crop ? 563" ~ —— Video Width
Size I'—— Dialog box
launcher

Figure 15.11 You can set a new
size for a movie by entering
dimensions in the Size group.

2in FileMakerPro 8.5

- = v Quitkraines

g o Daotobase
in FileMaker Pro 8.5

-

Iy
a 00:08.378
00=00 = U008, 378 (| =
== 2k
o ) [Cconel ]
|
Start End

Figure 15.12 Drag the start and/or end markers to
new positions to cut out unwanted frames. As you
drag, a live preview of the movie is shown.
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o :
uieff x
P, Figure 15.13 Create or
A REmONE delete bookmarks by
clicking icons in the
Bookmarks Bookmarks group.

Bookmark Bookmark

qé' Fade Duration

§q| FadeIn:  01.25
Trim
video | Fade Out: 00.00
Editing

4k 4

Figure 15.14 You can apply a fade in or fade
out to any movie clip.

[ start: on Click

EHH D Play Full Screen
Volume i i

- [0 Hide While Not Playing [0 Rewind after Playing

Video Options

" |:| Loop until Stopped

Figure 15.15 Apply additional settings from the Video
Options group.

Embedded vs. Linked Videos

Normally, inserted movies are embedded
in the presentation. The video is saved
with the PowerPoint file, ensuring that

it will always be available whenever and
wherever the show is presented. Another
option is to /ink the movie to the presenta-
tion—using either a movie from a Web site
or a file on disk. To play such a movie, you
must have access to the Internet or to the
file’s location, such as a flash drive or DVD.

To link a movie file, select a slide place-
holder, click the Insert tab, click the Video
icon in the Media group, and choose Video
from File or Video from Web Site. When
choosing the latter, you will be asked to
paste the “‘embed code” provided by the
Web site.

L 2

Add/remove bookmarks. You can mark
key points in a movie by assigning book-
marks to them. Bookmarks enable you to
jump directly to that frame or can be used
to trigger animations.

A Toadd abookmark, move the movie
slider to the desired spot and then
click the Add Bookmark icon in the
Bookmarks group (Figure 15.13).

A To delete an unwanted bookmark,
select its bookmark icon on the movie
slider and click Remove Bookmark.

Fade in or out. You can instruct a movie
to smoothly fade in or out by entering
numbers (in whole and fractional seconds)
in the Fade Duration boxes in the Editing
group (Figure 15.14).

Other playback options. The self-
explanatory tools in the Video Options
group (Figure 15.15) are used to set key
playback behaviors, such as audio volume,
whether the clip will play automatically or
wait for a mouse click, and so on.

v Tips

You can remove inserted videos that you
no longer want. Select the video on the

slide and press or (Del.

To reduce the size of all embedded videos
in a presentation, switch to the Backstage
by clicking the File tab. Select the Info
category and choose a quality setting from
the Compress Media drop-down menu.
View the results by running the show.

If you aren't satisfied, you can undo or
change the compression by revisiting the
Compress Media command.
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Organizing the Slides

In Slide Sorter view (Figure 15.16), you can
rearrange the slides to match their final order.
You can also delete unwanted slides, as well
as hide ones you want to keep but won't be
using in the current presentation.

To organize the slides:

1. Switch to Slide Sorter view by clicking
itsicon in the Presentation Views group
on the Views tab or at the bottom of the
document window.

2. Adjust the magnification controls to clearly
display the slide thumbnails.

3. Do any of the following:

A To change aslide’s order in the show,
drag its thumbnail to a new position.

A To delete a slide, right-click its thumb-
nail and choose Delete Slide from the
context menu (Figure 15.17).

A Tohide aslide, right-click its thumb-
nail and choose Hide Slide from the
context menu. The slide number shows
aslide’s hidden status (Figure 15.18).
In Normal view, hidden slides’ thumb-
nails are fuzzy.

v Tips

B Ifyouneed to modify a slide, double-click
its thumbnail. The slide appears in Normal
view, ready for editing.

B You can play a slide’s animations in Slide
Sorter view by clicking the animation
indicator beneath the lower-left corner of
the thumbnail (Figure 15.18).

B You can also organize slides in Normal
view. To change a slide’s position, drag its
thumbnail to a new location in the list.
To delete or hide a slide, right-click the
thumbnail and choose Delete Slide or
Hide Slide from the context menu.

Magnification controls

Figure 15.16 Slide Sorter view.

Cut

Copy
Paste Options:

=

=] Hew Slide

B & x|

Delete Slide

Add Shion

Publish Slides

Check for Updates ]

Figure 15.17 Right-click
a thumbnail to delete

-
S|

& Format Background...
| . .

or hide a slide.

Hide Slide

on Preview

e
| J

Play animations Hidden slide indicator

Figure 15.18 When a slide is hidden,
its number is displayed with a slash.
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Effect Opti H HH
flect Options Adding Transitions
- . - =]
a8 wm B B - . rr? A transition is an effect that appears when
el 2 [optem switching to a new slide during a slide show.

You can use the same transition for every
slide change, different transitions for different
slides, or no transitions at all (when present-

) ) ing real slides or using an overhead projector,
fdvance Slide options for example). When setting transitions, note
that they are applied to the current slide’s
entrance—not its exit.

Figure 15.19 Select a transition effect from the gallery.

Sound and speed settings

1 1
* Advance Slide

On Mouse Click

é& Sound: | [Mo Sound)]

s

O Duration: 0200 %

150 Apply To All

After: 00:05.00

H Timing
I
Apply the current settings to all slides

Figure 15.20 You can set additional options in the
Timing group.

And What About Sections?

To specify a transition:

1.

In Normal or Slide Sorter view, select the
slide thumbnail to which you want to add
a transition.

Click the Transitions tab.

. Choose an effect from the Transition to

This Slide gallery (Figure 15.19).

A live preview is presented for any transi-
tion over which you hover the cursor.

, ) 4. Optional: To change the direction of the
Although we've gotten along without them effect, choose an option from the Effect
for 20+ years, PowerPoint 2010 now allows Options menu (Figure 15.19).
RSN L e L el el e Effect options are different for different
tions. Because you can expand or collapse offects
a section in Normal or Slide Sorter view, '
sections are especially useful for focusing 5. Optional: To add a sound effect to the

on specific parts of a large presentation.

To insert a section, switch to the Home
tab, select the slide that will be the first
one in the new section, and choose Add

transition, choose one from the Sound
menu in the Timing group (Figure 15.20).
To change the length of the transition
effect, enter a new Duration (in seconds).

Section from the Section icon in the Slides 6. Select an Advance Slide option to deter-
group. To name the section, click its bar mine whether the slide will advance

and choose Rename Section from the manually (under presenter control) or
Section icon. automatically (based on time).

You can collapse or expand a section by 7. Optional: To apply the transition to every

clicking the triangle that precedes the sec-
tion name. To simultaneously collapse or
expand all sections, choose the appropri-
ate command from the Section icon’s
drop-down menu.

slide in the presentation, click Apply To All.
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v Tips

To view transitions in Normal or Slide
Sorter view, click the Preview button in
the Preview group.

Transitions can be skipped if you won't be
presenting on a computer.

To change a transition effect and options
for a slide, select the slide and select new
settings from the Transitions tab (see
Figures 15.19 and 15.20).

To remove a transition from a selected slide,
select the None transition (see Figure 15.19).
To remove transitions from all slides, set
any slide’s transition to None and then
click Apply to AllL

Action Settings | (3]
Mouse Click | Mouse Over
Action on dick
() None
| Mext Slide lzu
() Run program:
| | | Browse... |
Run macro:
| [-]
Object action:
| [-]
Play sound:
| [No Sound] |2“
[¥] Highlight dick
o | [

Figure 15.21 On the Mouse Click or Mouse Over tab,

specify a button action and click OK.

Adding Action Buttons

An action button is a shape you can place
on a slide that performs a function when
clicked, such as returning to the first slide,
playing a sound effect, or launching an
application.

To add an action button to a slide, switch
to Normal view, click the Insert or Home
tab, and choose a button from the Action
Buttons section of the Shapes gallery. Click
and drag to draw the button on the slide.
(To keep the button proportional to its
original dimensions, press as you
drag.) Like other objects, you can move,
resize, or format an action button.

In the Action Settings dialog box (Figure
15.21, above), specify the action you want
the button to perform in response to a
mouse click or mouse over (moving the
mouse over the button). Close the Action
Settings dialog box by clicking OK.
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| - K
Q @ @ Play Marrations
Use Timings
SetUp  Hide  Rehearse Record Slide _ ]
Slide Show  Slide Timings  Show~ Show Media Controls

Set Up

Figure 15.22 Click Rehearse Timings to record the time
you spend on each slide.

Time for current slide Total time

‘_‘

o UH 0:00:19 = 0:00:19

Next Pause Repeat

Figure 15.23 Use the Recording toolbar
to view slide timings, pause the show, or
perform the next action.

o =

o o

= o

Figure 15.24 If the rehearsal went well, you can save
the slide timings for use during the presentation.

v Tip

B Toreplay a presentation using the saved
timings, switch to the Slide Show tab, click
the Use Timings check box (Figure 15.22),
and click From Beginning in the Start Slide
Show group. The slide show will play
and automatically advance through the
animations and slides using the saved
timings.

Rehearsing a Presentation

You'll want to rehearse your presentation
before giving it to an audience. In addition to
helping prepare what you'll say for each slide,
arehearsal can record the time spent per slide
and on the total presentation. This serves two
purposes. First, by reviewing slide timings, you
can determine if youre spending too much or
too little time on some slides or the presenta-
tion. Second, if the presentation will run in
kiosk mode, timings can be used to automati-
cally advance slides.

To rehearse slide timings:

1. On the Slide Show tab, click Rehearse
Timings in the Set Up group (Figure 15.22).

The slide show begins.

2. Present the show as you intend to give it
to your audience, advancing through the
slides by clicking the mouse, pressing a
keyboard shortcut (see “Previewing the
Slide Show™ in Chapter 14), or clicking the
Next button on the Recording toolbar
(Figure 15.23).

As you switch slides, PowerPoint notes
the amount of time spent on each one.

3. During the rehearsal, you can also use the
Rehearsal toolbar as follows:

A Click the Pause button if you need to
take a break. Click Pause again when
you'e ready to continue.

A To restart the timing for the current
slide, click the Repeat button.

4. When the show ends, a dialog box displays
the total time and asks if youd like to save
the slide timings (Figure 15.24). Click Yes
to save or No if you prefer not to save the
timings.
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Printing Notes and
Handouts

In preparation for the presentation, you can
print your notes and audience handouts.

To print notes:

1. Click the File tab to go to the Backstage.
Select the Print category.
A print preview (Figure 15.25) allows you
to see the output prior to routing it to your
printer.

2. Choose a printer from the Printer drop-
down menu.
If your printer isn't shown, choose Add
Printer.

3. Using the following drop-down menus in
the Settings section, enter these settings:
A Menu 1. Specify the slides you want to
include in the printout, such as Print
All Slides.

A Menu 2. Choose Notes Pages.

A Menu 5. Choose an orientation (por-
trait or landscape) for the printout.

A Menu 6. Indicate whether the notes
should be printed in shades of gray
(grayscale), black-and-white, or color.

4. Toreview the slides and notes as they’ll
print, click the page controls beneath the
preview (Figure 15.25).

5. Optional: To edit the header or footer, click
Edit Header & Footer. Make any desired
changes on the Notes and Handouts tab
of the Header and Footer dialog box that
appears (Figure 15.26).

6. Inthe Print section, specify the number of
copies to print.

7. Click the Print button.
When you print, the notes print one slide
per page.

Print options Preview

[EmT e ppre———

Dd-a
Bl = | e e meme e we
Lol [

e =
o

Page controls Magnification

Figure 15.25 All print settings can be chosen and their
effects previewed in the Backstage.

- Mules and Hardouls
Inchue on paoe
[7] Date and time
@) Update automatically Cancel
217/2010 =]
Language Calendar type )
Engish (US.) [~] [Westen [+
Fixed
[2117/2010 Preview
P — —
I Header
] page umber ghesteseaiy
[Vl Footer ; H
|Printed: 10/14/2010

Figure 15.26 By default, only the slide number is
included as footer data on a notes page. However,

you can customize the header and footer, if you wish.
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*

% To print audience handouts:

Perform the “To print notes” task list. In
Step 3. however, choose a Handouts layout
(Figure 15.27) from the second drop-down
menu rather than choosing Notes page.

v Tips

Figure 15.27 Choose a Handouts layout from this
drop-down menu.

132000

[ twve sickarts
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3 Creating a tiatabass in ¥ileMaker Pro 1.5

< FarMatrmsh ard Windows

A alstls A dobe FU Formtordy
A8 Viswal GuickStan T ales
Micronolt (3Ficn 2007 For Wieckow s
~ Gurrgla Gmad
* Microsolt Ermourage 1004 for Mac 05 %
+Micrusoh  fice 2004 for Mac 05 X

~Irswrra Exghores 5 b Winkoms
*Quidoen § for Windows
# trarmas € xplocar 3 for Wik FNT

Printed. 10/14/2010 1

Figure 15.28 Choose Outline to print slide text in
outline form.

Choose Full Page Slides from the second
drop-down menu to print an enlarged ver-
sion of each slide (one slide per page).

In a printed handout, the 3 Slides option
provides lines on which the audience can
write notes (Figure 15.27).

It can be helpful to choose Outline from
the second drop-down menu. The printout
(Figure 15.28) provides a slide-by-slide
listing of the text contained on each slide.
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Saving a Presentation In
Other Formats

If the slide show will be presented or needs
to be delivered to recipients in a form other
than as a PowerPoint 2010 presentation, you
can generate an additional copy of it in the
necessary format. In PowerPoint 2010, all of
the essential commands can be found in the
Share section of the Backstage. From this
area, you can save or convert the current pre-
sentation to a variety of popular formats. In
this section, you'll learn to save presentations
in alternative PowerPoint formats, convert a
presentation to a PDF file, package a presen-
tation for distribution on CD, and generate a
PowerPoint video from a presentation.

To save a presentation in an alternative
PowerPoint format:

1. Inthe Share section of the Backstage, select
Change File Type.

A file type list appears (Figure 15.29).

2. Select an output file type from the Change
File Type list.

A Save As dialog box appears (Figure 15.30).
The correct file type is preselected in the
Save as type list.

3. Navigate to the drive and folder in which
you will save the file, rename the file
(optional), and click Save.

v Tips

B You can also save in an alternate format by
selecting Save As in the Backstage. When
the Save As dialog box appears, simply
select the desired file type from the Save
as type list (Figure 15.30).

B Ifanintended recipient has an older version
of PowerPoint, choose PowerPoint 97-2000
Presentation as the output file type.

Change File Type

Presentation File Types
i Presentation (".pptx)

=] Uses the PowerPoint Presentation format

[8] Y PowerPoint 87-2003 Presentstion (" ppt)
=1 Uses the Powerfoint 97-2003
Presentation format

[P OpenDocument Presentation (*.odp)
B
L Uses the Openllocument Presentation
format

[PI] Template (" pota
mad Starting point for new presentaticns

s PewerPaint Show (*.pp:
Autarmnatically opens as a shide show

It PowerPoint Picture Presentation (*_ pptx)
B presentation where each slide is a picture

Image File Types

PHG Portable Metwork Graphics (*.png)
Print quality image files of each slide

| JPEG File Interchange Format ["ypg)

Web quality image files of each shide

Other File Types

| ui ! Save as Another File Type

Figure 15.29 Select an output file type from this list.

0= =)
) v/ oo » <oy | seochDeso 5]
Organize »  Mew foider Wi @
A Libearies
o Favorites o Homegroug
I Desiinp | B2t
B Downloads T e——
i Recent Places g Mok
{1 Parallels Shared Foiders
Al Ly P Ofics 2000 Fites
4 Documente
& Music
= Pretures
B videer

File name: Srve Schwarte ppd o

Save . type | PowerPoint §7-2003 Presentation " ppt) =
Authors: Steve Schwarz Tags: Add atag
&/ Hidg Folders Tock = Seve | Cancel
Save As type list

Figure 15.30 Select a location in which to save the new
file and then click Save.
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Figure 15.31 Use this modified file output dialog box
(Windows 7) to specify a name, disk location, and

quality for the

PDF file.

&
Send as
Attachment

B
Send as

POF

%

Serd s XPS

=

Send as
Internet Fax

Send Using E-mail

Attach a copy of this presentation to an e-mail
Everyene receives scparate copies of this presentation
Changes and feedback need to be incorporated manually

Create an e-mail that containe a link te thic precentation
Everyone works un the same copy of Lhis presentation
Everyone ahways ceec the latect changes
Keeps the e-mail size small

Ay Presentation must be saved in a shared location

Attach a POT copy of this presentation to an e-mail
Diocument locks the same on most computers
Preserves fonts, formatting, and images
Content cannot be easily changed

Attach a XIS copy of this presentation to an e mail
Document luaks the same oo mosd comgplers,
Preserves tonts, formatting, and images
Contents of XPS documents cannot be easily changed

Send ac Internet Fax
Send a fax without using a fax machine
Requires a fax service provider

Figure 15.32 Two popular Send Using E-mail options
are Send as PDF and Send as Attachment.

To save a presentation as an Adobe
Reader (PDF) file:

1.

In the Share section of the Backstage,
select Create PDF/XPS document.

. Click the Create a PDF/XPS button.

The Publish as PDF or XPS dialog box
appears (Figure 15.31).

. Optional:1f you want to specify a subset

of slides to include or publish handouts,
notes, or an outline view of the presenta-
tion, click the Options button and change
the settings in the Options dialog box that
appears.

At the bottom of the Publish as PDF or
XPS dialog box, specify whether to
generate a Standard or Minimum size
(compressed, lower resolution) file by
clicking the appropriate radio button.

Navigate to the drive and folder in which
you will save the file, rename the file
(optional), and click Publish to create the
PDF file.

The resulting PDF file can be viewed in
Adobe Reader, Apple's Preview, and simi-
lar utilities.

v Tip

If you intend to email the PDF file, you can
streamline the process by selecting Send
Using E-mail in the Share section of the
Backstage and clicking the Send as PDF
button (Figure 15.32). Similarly, if you
want to share the actual presentation via
email (enabling it to be edited and viewed
by the recipient in a current version of
PowerPoint), click Send as Attachment.
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To package a presentation for
distribution on CD or DVD:

1. Inthe Share section of the Backstage,
select Package Presentation for CD and
click the Package for CD button.

The Package for CD dialog box appears
(Figure 15.33).

2. Type ashort name for the CD/DVD in the
Name the CD text box.

3. Ifyou want to add other presentations to
the same CD/DVD, click Add. Select the
additional presentation filename(s) from
the Add Files dialog box and click Add.

The presentation names are added to
the list in the Package for CD dialog box.
You can change their order by selecting a
filename and clicking the up- or down-
arrow button.

4. Optional:1f you want to password-protect
a presentation to prevent it from being
opened or modified by unauthorized users,
click the Options button and make the
necessary changes in the Options dialog
box (Figure 15.34).

5. Click the appropriate Copy button as
described below. Note that if you intend to
create a DVD rather than a CD, you must
use Copy to Folder and then create the DVD
using separate DVD burning software.

A Copy to CD. Insert a blank CD into
your CD or DVD burner. In the dialog
box that appears, click Yes or No to
include linked files on the CD. Office
burns the selected presentation(s)
onto the CD.

A recipient can view the presentations
with PowerPoint or PowerPoint Viewer
(2007 or higher). Instructions for down-
loading and installing PowerPoint
Viewer are provided on the CD.

Packagce for CD

==

@ Copy a set of presentations to a folder on your computer or to a CD.

s

Mame the CD: | BesilaliongD

Filee to be copied
|Bl| Steve Schwartz 2.pptx

o)

Figure 15.33 The current presentation is automatically
included in the Files to be copied list. Add other
presentations (if desired), set options, and copy the
files to a CD or a folder.

+
hd

[ Copy toEokder... | [ CopytocD |

Options (%l
Indude these files
(Th not display in the Files to be copied list)

Embedded TrueType fonts

Enhance security and privacy
Password to open each presentation:
Password to modify each presentation:
|:| Inspect presentations for inappropriate or private information

[ oK ][ Cancel ]

Figure 15.34 In the Options dialog box, you can add
password-protection to the copied presentations.
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Copy to Folder B A Copy to Folder. Click this button to

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

Folder name: | PresentationCD |

copy the presentations and supporting
files to disk for later burning to CD or

Location: | C:\sers\Steve\Documents\Office 201 [ Browse... | DVD. If desired, you can set the same

Open folder when complete

options as described previously by

o] Cons

] clicking the Options button. In the Copy

Figure 15.35 Specify a disk location and new folder
name, and then click OK.

to Folder dialog box (Figure 15.35),
select an output location by clicking
Browse, name the presentation folder,
and click OK.

Create a Video

Create a full-fidelity video from this presentation that can be distributed by using a disc, the
Web, or e-mail.

Incorporates all recorded Bimings, narrations, and laser pointer gestures

Includes all slides net hidden in the slide show

Preserves animations, transitions, snd media
The time it takes to create a video varies depending on the length and compledty of the
presentation. You can continue to wse PowerPoint while the video is being created.

@ Get help burning yous slide shew vides b DVD or upleading # 4e the Web

] Corputer & HO Displays

For viewing on a computer manitor, projector, of high definition display (Large —9..

Ty Use Recorded Timings and Narmations
®

Slides that do nat have timings will use the default duration set below. Any recorded ...

Seconds to spend on each shide 0300 5

=

Create

Videa

v Tips

B A presentation CD contains normal cop-
ies of your PowerPoint files. If you don't
want to allow these files to be opened or
edited in PowerPoint, set password(s) in
the Options dialog box (see Figure 15.34).

B Ifyou want to avoid the requirement that
recipients have PowerPoint or PowerPoint
Viewer on their computer, you may prefer
to create a Windows Media Video (WMV)
of the presentation as described below.

Figure 15.36 Set options for the video and click OK.

To create a video from a presentation:

1. Optional:Record the slide timings (Rehearse
Timings on the Slide Show tab) or timings
and narrations (Record Slide Show on the
Slide Show tab). These elements can be
incorporated into the video.

2. Inthe Share section of the Backstage,
select Create a Video.
Create a Video options appear on the right
side of the page (Figure 15.36).

3. From the first drop-down menu, choose an
output size/quality setting.

4. From the second drop-down menu, you
can elect to use recorded timings and nar-
rations or a default duration per slide.

continues on next page
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5. Inthe Seconds to spend on each slide box,
enter a default duration to use for display-
ing each slide.

If you chose Don't Use Recorded Timings
and Narrations in Step 4, this timing will
be applied to all slides in the presentation.
If you chose Use Recorded Timings and
Narrations in Step 4, this timing will be
applied to every slide for which a timing
hasn't been recorded.

6. Click the Create Video button.
A Save As dialog box appears (Figure 15.37).

7. Name the output file, select a disk and
folder in which to save it, and click Save.

A progress bar appears in PowerPoint’s
status area, enabling you to track the
video-creation process (Figure 15.38).

At its conclusion, the WMV file is saved
to disk. The video can be played on a PC
using Windows Media Player and similar
programs, as well as on other devices that
can play WMV videos.

v Tip

B Before running, saving, or exporting a
presentation, it's a good idea to review the
settings in the Set Up Show dialog box.
Options enable you to create a self-running
presentation (kiosk mode) and specify
whether recorded timings will automati-
cally advance slides. To open the dialog box,
click the Set Up Slide Show icon in the Set
Up group of the Slide Show tab.

[smene b =l
@Goli‘nm v =4 |[ search Desiroe — »|
Organize »  Mew foider e @

o) Hemegroup

(Bl Micresstt Powerpe y  Lglibeares
@ 5 Favorites ;| B eve

M Desktop 1 Computer
i Downiceds g Ntk
Bl Recent Places 8 Paraiiets Shared Foiders

1A Offee 2010 Fies
o Libvasies
+ [ Docwmnents
b ) Mt
el Pictures

+ Hl videss

File names - Steve Schwarts 2wy o

Save s Pype: | Windowet Mlecdia Widieo " mrw) &

Authors: Steve Schwasts Tage Add atag

&) Hude Folders Taetde e Cancel

Figure 15.37 Name the file, select a location in which
to save it, and click Save.

Cancel

Creating video Steve Schwartz 2 wmy | | 6—|

Figure 15.38 A progress bar appears in the status
area. If necessary, you can click Cancel to halt the
video-creation process.
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LY

5y

Set Up Hide
Slide Show Slide Timings

Rehearse Record Slide _
Show ~ Show Media Controls

Set Up

59 Play Marrations
Use Timings

Figure 15.39 Before presenting the show, make sure

these settings are correct.

Lases pointer color: | NN = |

EE—— =]
Show type Show slides
@) Presented by a speaker (full sareen) @ Al
@) Browsed by an indivichual (wincdos) Derom: || ke e ke
() Browsed at a kiock (full screen) Custom show: & g
Shuow vplions Advance sides
[T Loop contnuously unti ‘esc” ) Manually
[ Show without narration @) Ltsing tmings, If present
[T show without animation Multiple monitors
ven color: _Iz‘ Display shde show on!

Primary Manitor

Show Presenter View

To show a laser pointer duing shde show, hold down the Curl key and press the lefl mouse
button.

Figure 15.40 The most important pre-show settings
can be managed in the Set Up Show dialog box.

Delivering the Presentation

Of course, delivering the presentation is the
ultimate goal of your work in PowerPoint. In
this final section, you'll learn how to present
a show in person or broadcast it over the Web.

Delivering an in-person show

The following steps show how the majority of
slide shows are presented to an audience.

To deliver an in-person presentation:

1. Optional: To begin the show with a slide
other than the first, select or switch to
that slide in Normal, Slide Sorter, or Notes
Page view.

2. On the Slide Show tab, set options in

the Set Up (Figure 15.39) and Monitors

groups as follows:

A Hide Slide. Select each slide that you
want to skip and click Hide Slide.

A Use Presenter View. If you'll be using
multiple monitors to present the show,
enable this option in the Monitors group.

A Set Up Slide Show. Click thisicon to
open the Set Up Show dialog box
(Figure 15.40). You can set these
primary show options here or click
check boxes in the Set Up and Monitors
groups.

3. Do one of the following:

A Torun the show starting with the first

slide, press (F5 ).

A Torun the show starting with the cur-

rent slide, press (Shift[F5 ).

A On the Slide Show tab, click the From
Beginning or From Current Slide icon
in the Start Slide Show group.

The presentation begins.

continues on next page
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4. Do any of the following:

A IfUse Timings is checked in the Set Up
group (see Figure 15.39), the show will
play automatically from start to finish.

A To manually step forward through the
slides and within-slide animations (if
any), click the mouse or press (n}, (Enter),
(Page Down), (Spacebar), (@), or (¥].

A Tomove backward through the slides
and within-slide animations (if any),
press (p), (Page Up), (Backspace), (¢}, or (1).

A To end the show, press (Esc).

Broadcasting a slide show

In PowerPoint 2010, you can broadcast a
presentation over the Internet that invited
audience members can view with a browser
(Figure 15.41). PowerPoint provides two
methods for broadcasting a presentation:

¢ To broadcast over a network, the company
must use SharePoint Services 4.

¢ To broadcast over the Internet using the
PowerPoint Broadcast Service, you must
have a Windows Live or Hotmail account.

Note the following limitations of a broadcast:

¢ The PowerPoint presentation file must be
20 MB or smaller.

& Audience members must use Internet
Explorer, Firefox, or Safari to view the
presentation.

¢ Although most animations will play
correctly, all assigned transitions will be
shown as a Fade.

¢ Audio (sound effects or narration) will not
be transmitted.

In this section, you'll learn how to perform a
Web broadcast. For information on broad-
casting via SharePoint, contact your network
administrator.

View full screen

Organizing and Editing

Your Photos
with Picasa

Figure 15.41 The audience can view the broadcast
in their browser. New slides and animations appear
based on individual slide timings or the presenter’s
mouse clicks.
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| Broadcast Slide Show =

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

Droadcast Service

FowerFPoint Broadcast Service
The PowerPaint Broadceast Service is a puhlic service for users of

PuwerPuinl 2010, Anyune who receives a link Lo the broadeast may
watch it. You will need a Windows Live ID.

More Information

By clicking "Start Broadcast’, you agree to the following terms:
Service Agreement

l(_mn.qelsmaumnsemu ] [ Start ]| Lancel ]

Broadcast Slide Show
- o A

Figure 15.42 The Broadcast Slide Show dialog box.

(Wondows Secuty 5

Connecting to pptbroadcast.officeapps.live.com
Enter your Windows Live ID credentials

I'W[ ........... ]

[7] Remnember my credentials

= [ =)

Figure 15.43 Enter your Windows Live or
Hotmail sign-in information and click OK.

| Broadcast Slide Show o

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

l\W pptbroadeast.officeapps.iive.com/FowerFointBroadcast.aspy?
pplbid=a320320d-TIU0-4118-L465-659148395¢23

@ CopyLink
i=d Send in Email...

Broadcast Slide Show
- s A

Figure 15.44 Communicate the show’s URL to your
audience.

To broadcast a slide show using the
PowerPoint Broadcast Service:

1.

Open the PowerPoint presentation that
you intend to broadcast.

. On the Slide Show tab, set options for the

show as instructed in Step 2 of the previ-
ous step list.

. Click Broadcast Slide Show in the Start

Slide Show group.

The Broadcast Slide Show dialog box
appears (Figure 15.42).

. Click the Start Broadcast button.

. IfaWindows Security dialog box appears

(Figure 15.43), enter your Windows Live
or Hotmail address and password. Click
OK to continue.

. Office connects to the PowerPoint

Broadcast Service and prepares the show

for broadcast. A link to the Web presenta-

tion appears (Figure 15.44). Do any of the
Sfollowing:

A Copy Link. Click Copy Link or press
to copy the selected URL to the
Clipboard for pasting into an email
or an instant message. Instruct the
recipient to paste the URL into their
browser’s address box. (If it is received
as link text, they can just click it.)

A Send in Email. Click Send in Email to
generate an email message containing
the link. Address the message, edit the
message text as desired, and click Send.

. When audience members have the pre-

sentation URL opened in their browser,
click Start Slide Show (Figure 15.44).

The slide show begins (see Figure 15.41).

continues on next page
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8. When the presentation is finished, click
the mouse button or press to return
to the PowerPoint window. Click the End
Broadcast button beneath the Ribbon
(Figure 15.45, below) and then confirm.

v Tip

B When contacting the audience prior to
beginning a broadcast, you may want
to ask them to confirm theyre ready by
clicking Reply in response to your email
announcement.

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

Figure 15.45 When the show is finished, click End Broadcast (found immediately beneath the Ribbon).
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