PowerPoint 2003
Intermediate/Advanced Techniques

Tutorial will cover:
I. Statistical Chart (using PowerPoint with Excel)
II. Diagram or Organization Chart

lll. Table

IV. Drawing with AutoShapes

V. Clip Art Slide Layout X
VI. Applying Custom Animation @l & A

VIl. Movies and Sound Apply slide layout:

e EEYES
|. Statistical Chart EEEER N
» Creating a chart slide
» Editing data 8]

» Selecting a chart type
» Types of charts

«  Animating the chart for slideshow L= AT
e Using the data from Microsoft Excel
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Creating a chart slide
There are 14 standard and 20 custom chart types
available in PowerPoint. =
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1. From theSlide Layouttask pane
Scroll to bottom of list
SelecfTitle and Chart
2. Click in theClick to add title area; add chart titl
3. Double click in theDouble clip to add chartarea

Editing data il
1. Use the sample datasheet (see p.2) to enter ytar da o e %‘
a. Cells
b. Rows M
c. Columns M HI_I

Selecting a chart type
a. Chart > Chart Type
b. Use the Chart Type pull down menu
to select chart style, etc.
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Microsoft Graph Exercise:
» Select theTitle and Chart slide; double

]
click 2

* Replace labels and enter data on the da

Click to add title /

sheet
« Change column width, add/move row,
column Double clickto add chart

« ExploreData, Tools, Chartmenus
+ Format font and numbers

* Animate chart

* Customize
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Sample Datasheet
Chart Type llil
y A
Standard Types | Cusham Types I Chart  ‘Window HE'I:I l
Chart sub-type: - = -
o BEE - | & [@] &
A | A2 B @ o [0 =
=2 Wy (Scatter) = C ‘ LLLI 1‘1_1",3 _____
atly ~re2 | | ‘ - : i ‘ | |
@ Doughnut ﬂ %ﬂ Jtr 4t & .
@ Radar e a0
@ Surface @ 34.6 Show Bubtons on Two Rows
®: Bubble
B o . 45
il .Stoc =l add or Rernove Buttons =
roptions : Clustered Column, Compares values across
F”DD'*' @ el rategories. Toolbar Options pull down menu
Faul f i
peradt fomatting Note—use of th&y Column and
Press and Hold to Yiew Sample | By Row icons will Change the
arrangement of the X and Y/Z axis.
Set as default chart | o4 I Cancel | Ch?‘rt Type
options
HChart Options e | YError Bars

1. Create chart iExcel

A il Legend | Datalabels | Data Tabl
xes | Gridines | Legend | DataLabels | Data Table | 2. Include Y Error Bars or not

Chart kitle:

(Format Data Series > Y
| 100 Error Bars)
Category (%) axis: 20 T 3. Copy chart and paste into a
PowerPoint slide
Saties (¥) axis: 60 O East 5. Double cI_ick on this chart in
| 40 m West PowerPoint
6. Edit the chart; you can add
: 20 !
Ea'i'e (2] axis: @ North the Y Error Bars (select bar >
0

right click a bar > Format Data
Series > Y Error Bars), change
colors and animate this
pasted chart.

15t 2nd 3rd 4th
Qtr Qtr Qtr Otr

QK I Cancel

Chart Options



Types of charts

e Bar Charts — compare measurements at intervals; bars ruizbotally

e Column Charts — compare measurements at intervals and provie smot views of data; bars
run vertically

* Line Charts — show changes in data or trends over time; kmeghasize change

* Pie Charts— show the breakdown of a total; data in a sisglges

» XY (Scatter) Charts — degree of correspondence between two seriesnlbers; used for
scientific data

* Area Charts — ; show the amount of changes in a set of vadueisg an interval of time;
emphasize amount of change

* Doughnut Charts — show breakdowns of totals and let you depicesshseries of data in
successive rings around a doughnut hole

» Radar Charts — compare change in values of several series;\eduhb is plotted on axes that
radiate from the center of the chart. Series dfieslare connected by a line that runs from axis to
axis and circles the center of the chart

» Surface Charts— depict the best and worse combinations of nusligslors or patterns
designate areas with the same value

» Bubble Charts — like an xy (Scatter) chart with the additiondifferent-sized bubbles at the data
points to indicate the value of a third number

» Stock Charts— show the values of stocks or other financiaéstiments; they can also depict
scientific data

e Cylinder, Cone and Pyramid Charts— just like 3-D column or 3-D bar charts, excdyyt use
more interesting and dramatic shapes to displayegal

Custom Animation > X
. . . @ [0
Animating the Chart for Slideshow -
|'={§ Add Effect: " | . Remove |
) ) ) ) :_*' Entrance 3 fy effect
1. If you are in the chart view, return to slide view % omwhess | [ [
2. Select the chart by clicking on it once I T e
/ % Object Actions »

Saiect an element of the ik,
then cick “Acd EFfect” fo adtd
animadion.

3. From the Task Pane selé&tistom Animation

4. Add an effect from thédd Effect pull down menu
UseEntrance > Appear
Note: Not all effects work well with chart animation.

5. From theChart pull down menu, seleéffect Options
6. Inthe Appear window select the ]

Chart Animation tab; the use the Group chart
pull down menu to sele®y seriesor By category

Custom Animation il 4
DA

|;§% Add Effect v| |‘zg Remove ‘

Maodify: Appear

sat [Gonak |9
weett [ 1]
|15 9 chert2 =

Stark On Click,

Start With Previous
\é) Start After Previous
Effect Options...
Timing. ..

Show Advanced Timeline

Remove




Using Data from Microsoft Excel

1. Transfer your Excel data to PowerPoint Elte (62| ey Msel el
+ Create a new Chart slide L=
* Open the datasheet / outline |
* Click the cell located in the upper-left corner 1 d Cu e
+  Select: Edit>Import File Copy Crl+c
» Navigate to the Excel file where the data (2 paste Cirht¥
resides and double click
» Select the sheet from the workbook Clear v
* Click OK to import Delete...  Cirke-
y
2. Creating a Link Between Excel and PowerPoint Graph %@ Impart File. .

* In Excel select the range of data you want to imkRowerPoint

e From the Excel Edit menu, chooSepy

»  Switch to the PowerPoint datasheet and selectaleaf the area into which you want to
paste the data

* From PowerPoint’'s Graph Edit menu, choBsste Link

* When you change a humber in Excel, you can immelgiaee the number change in
PowerPoint. The link updates automatically

« NOTE: This is a one-way link. Changes make in Excelupeated in PowerPoint, but
changes made in PowerPoint’s Graph do not updaterthinal Excel spreadsheet

3. Import an existing Excel chart into PowerPoint
e Create a chart in Excel
e Select chart then Edit > Copy
» Returnto PPT and use Edit > Paste
* You can resize the chart; otherwise it cannot beed



II. Diagram or Organization Chart

1.

@) He Edt Vew Iwet Fomat Toos SigeShow Window Help Acrobat Type 3 quest
DEES LR o |lO#ee -~ 2w -1 - B 7y [E]E=|EE A=A | o

From the Task Pane sele&lide Layoutand scroll
to bottom to seledhe Title and Diagram or
Organization Chart and therinsert New Slide

Click to add title <Slide Title>

Double click to use diagram or organization char S e et e e o
chart

From theDiagram Gallery select the first diagram
type Organization Chart (upper left corner)

The Organization Chart toolbar has a variety

of features includingnsert Shape, Layout, Select, iagram Gallery o

Fit Text andAutoformat g o daden pe » Organization Chart
] [ e * Cycle Diagram

Adding Boxes ol | | AT « Radial Diagram

-- Use theOrganization Chart toolbar Pyramid Diagram

S
-- Select a shape on the chart A @ @ « Venn Diagram

-- From thelnsert Shapepull down menu select an T .
e Target Diagram

appropriate level (subordinate, coworker, assiytant Organization Chart
and CI|Ck tO add a new bOX Used ko show hierarchical relationships
conel_|

Moving Boxes
Boxes can be moved by clicking on them an¢'
then dragging to a new location Organization Chart

< = Insert Shape = | Layout = | Select = | Fit Tewxt 7{’:3 G6%s -

Adding and Editing Text

-- Click in the box and start typing to add text.
-- To edit text; click in the box and then click tite text to position the insertion point where you
want to edit.

Deleting Boxes —lick on the box and backspace or delete



10. Organization Chart > Layout —
use to select a style of layout.

11. Autoformat icon
a. Use to select ®rganization Chart Style:
b. Experiment with the various selections

12. Custom Animation
a. Slide Show > Custom Animation
b. Select an effect
c. Click on the effect then
Effect Options > Diagram Animation

Choices include:

All at once

Each branch, shape by shape
Each level, shape by shape
Level by level

Exercise Create an organization
chart for your organization or a
group you are familiar with or use
the included example (below). Use
the various tools demonstrated in
this tutorial.

Renee Gauche
National Director
Washington D.C.

Sylvia Southpaw
Assistant

Organization Chart
;> Insert Shape -

Layout = || Seleck = | Fit Text zf: 65

I
ssistanf | =
=
&2
—
Leve
Autolayaut
Organization Chart Style Gallery 21|
Select a Diagram Style:
Default
Outline:
Double Outline
Thick Outline =
Primary Calars
Shaded
Fire |
3-D Color
Gradient
Braciets - [
Braces ’—I—‘ ’—I—|
Eookend Fills
Stripes | N N
Beveled Gradient
Square Shadows i:l_ k_
[
Apply Cancel

Greta Links

Director
California

Lenora Smith

Director
New York

Jennifer Eve

Mary

Steven




lll. Table

1. From the Task Pane select Slide Layout; scrolh#o t

bottom and seleckitle and Table slide Insert TaEt 2|
Mumber of columns:
2. Use the pull down menu to seldasert New Slide E = | pom— |
Mumber of rows:
3. Double clip to add table El =

4. From thelnsert Table box type in number of columns
and number of rows needed for the table (this @an b
adjusted later on)

5. Use theTables and Borderstoolbar

-- Draw table. Eraser, Border Style 4 T et v & *
-- Border Width, Border Color, Outside Borders |Table = | 1| = = 5 B
-- Fill color

-- Table pull down menu to add, delete rows, etc.
-- Merge cells; split cells; alignment to top, mieldoottom
-- Enter text in the table boxes

6. Modify the table; you can easily modify table structure by adduhgjeting, moving and copying
cells, columns and rows
Use the various commands from the table pull-down
menu to insert columns and rows; or delete

1 Insert Table...
Note: to automatically fit the column text to the widésstt M Irsert Columns to the Left
contained in the column, position the pointer angxehon the oty Tnsert Columns ta the Right
column’s right border until the pointer changesitdouble
line and arrow, and then double-click. The columdtiv
increases or decreases to the size of its wideist te

= Insert Rows shove
~ Insert Rows Below

Delete Columns

=a
==
==+ Delete Rows
=
b=

To change the table size, use the resize handhescdrner —
handles resize proportionally. The internal handfésct the Borders and Fil..
height or width of the table. Select Table

Select Column
Positioning text in a table SR

Use the Align Top, Center Vertically, and Align Barh buttons

available from the Tables and Borders toolbar. Exercise: )
Create a table from the given

information.




IV. Drawing with AutoShapes

1. From the Task Pane, select ffide Only slide Shpli@
(it's the top slide on the right) ™" Snap objects to grid
[” Snap objects to other objects
2. UseAutoShapesto draw Gl i
Spacing: ID.DSS 'I Inches
3. Grid and Guides - to help with placement of objects ™ Display grid an screen
Path: View > Grid and Guides Guide settings
[V Display drawing quides on screen
Set as Defaulk | Ok I Cancel |

Drawing Toolbar

Drsw~|ig || Avtoshapes~ N\ N OO E Al B & d-Z-A-=== @ & g

Tools from left to right:

Draw menu, Select Objects, AutoShapes menu, Lin@wA Rectangle, Oval, Text box,
Insert Word Art, Insert Diagram or Organization @hinsert Clip Art, Insert Picture, Fill color, he

color, Font color, Line style, Dash style, Arrowlst Shadow, 3-D

Rectangles and Squares / Ovals and Circles

» To draw a perfect square or a perfect circle, laldn shift while dragging the object

* Todraw a rectangle or square, select then clickdaag

AutoShapes
» Explore the various shapes.
» Drag the adjust handle to adjust size and shape.
e An AutoShape can be filled and outlined, just like
any other object you draw. You can also move,
resize, copy and paste, rotate and duplicate.

\ 4

AutoShapes Lines: Curves and Freeform / Scribble ahConnectors
* Todraw a straight line, hold down the control wiyen click
the second point
* Double-click to end a freeform line where you want
» Connectors are lines and curves whose ends achettdo othe.
drawn objects

| ‘:_5’;\? Lines 3
:‘iT Connectars 3

q @ Basic Shapes 3

| % Block, arroms 3
:?,ﬂ Elovachart 3

k %—; Stars and Banners 3
% Callouks 3
_’_.L| Ackion Butkons 3
ﬁ Mare AutoShapes...

Autoshapes ~ | ™, ™ [] O

« After you have added a connector between two ahjdfnbse two objects remain connected. If

you move one, the other moves as well

Switching Shapes
e Click the shape you want to replace
* From Draw > Change AutoShape > click on a new shape

Shadow Style
» Use the Shadow tool to give an object a shadow

» Use the Shadow Settings tool to nudge the shadalesited direction or change color.

3-D Style

e Use the 3-D tool to give an object a three dimamaitook
» Use the 3-D Settings tool to make changes to tleetef

Exercise Create a drawing from the
given information. Or feel free to draw
something of interest to you.




V. Clip Art | Clip Art - x

@) | fat
1. From the Task Pane select a slide style of youosing Seaialh far
2. From the Task Pane selé&tlip Art [birds || |
3. Search forclip art by a subject or topic cearch in:
4. From theSearch inpull down menu select collection: [l collections []
a. My Collections Resulks should be:
b. Office Collections |Selected media file types |v|
c. Web Collections
5. From theResults should bepull down menu Select media file types ; o° s iI
a. Clip Art o 7/,
b. Photographs é A~
- [y @]
c. Movies
d. Sound

Clip art can be re-sized, re-colored, rotated, onged, and enhanced.
Click on the picture to use thcture toolbar. (If the toolbar does not
display, click on clip art.)

Picture Toolbar: Icons from left to right:
Insert Picture; Color; More Contrast; Less Contrast
More Brightness; Less Brightness; Crop; Rotate; Picture

Line Style; Compress Pictures; Recolor Picturenptadr | — e
Picture; Set Transparent Color; Reset Picture 2

Bzl FLe=EH%% 2|9

Resize Picture
» To resize the picturproportionally use the corner handles. Click, hold and pull owrtlarge.
Click, hold and push in to reduce size.
e To distort the picture use the internal handlekkChold and pull out to enlarge and distort
vertically or horizontally; push in to reduce semad distort vertically or horizontally.
» Use theReset Pictureicon to restore the picture to its original state.

Recolor Picture gk tow .
«  Use theRecolor Pictureicon to recolor picture. L ,__:': oot |
* From the Recolor Picture window, use the pull down r ] Lo
menu to select and apply a different color. O [—| C\E
€l
Ungroup Picture — rw {
» Place the cursor over the pictur copy - o
* Right click B pest=
» SelectGrouping > Ungroup e
«  AnswerYesto the question e et Teokr
Click off the picture e
» Then click on the various piece! | cmamaton..
of the Clip art to move, i Action Settings...
resize, recolor, etc. R
@, Hyperlink, .,
Clip Art Exercise:
WordArt e Select and insert a Clip Art on a slide
Use the WordArt icon to create color and wildly gid text. ¢ Resize and recolor the clip art

« Ungroup the clip art and remove piece
» Add text to the Clip Art slide




VI. Applying Custom Animation

Applied to Slide Master
» Provides a uniform build for all slides
» Fast and simple way to effect all slides

Applied to an Individual Slide
» To give each slide a unique look and feel

e To animate charts or diagrams

Add Effect
* Entrance > Appear
o Effect Options
= Effect: Sound, dim, animate

text

= Timing

= Text Animation: paragraph
levels

e Emphasis
 Exit
e Motion Path

To change order of animation
Click and drag to desired position.

Try a number of different combinations and teche&ju
What works? What doesn’t work?

Exercise Add custom animation to three of your slides.
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Custom Animation
@ = G

|§§fk Add Effect v| |3'R Remove |

Muodify effect
Start: | | - |

Properby: | | v|

Speed: | | o> |

Safeck an elemant of Fhe siide,
fhan ook Ao EFfect” fo add’
animarkion.

Custom Animation

@ =26

|;{3g Add Effect v| |K_-z.; Remove |

Maodify: Appear

Start: |G on click

Propetty: |

Speed: |

I 1"3 * MC]’D4124QDDDD...E

Start On Click

Start Wwith Previous
&) Start After Previous
Effect Options...

Timing...

Rermove

Show Advanced Timeline

Re-Crder

|F Play | |E Slide Show |

V¥ autoPreview



VIl. Movies and Sound

Insert Movies

PowerPoint provides several ways to insert vidéo your PowerPoint slideshow. The use of video
requires more memory. Short clips work best fowig within a PowerPoint slide. PowerPoint primaril
supportsavi (Video for Windows) files. The.mov (QuickTime for Windows) file can be used when the
computer is configured properly to recognize the fi

Process:

Insert > Movies and Sounds > Movie from File

Navigate to the movie, select it and then clidk button.

You will be given the choice to play the movie autgically in the slide show or not.
Yes Ndin Slide Show click on movie to play)

The movie image can be resized and moved for planeon the slide.

The video file must travel with the .ppt file withihe same folder for the video to function prope@lopy
the folder that stores the .ppt file and all linkeédeos used in the presentation. PowerPoint miayais to
update the links in the .ppt file when the foldecopied. You will need to update the links for i@eos to

play.

To loop the video clip: In normal view, select the movie by clicking ¢rmnce; go tddit > Movie
Object. Select “Loop until stopped” or “Rewind movie wheone playing.”

Video will play on the Web witfPowerPoint Viewer.

Insert Sound
Process:
Insert > Movies and Sounds > Sound from File
Navigate to the sound, select it and then dli¢k button.
You will be given the choice to play the sound audtically in the slide show or not.
Yes No (in Slide Show click on souaadn to play)

The sound file must travel with the .ppt file witlthe same folder for the sound to function properl

Use Microphone to record voice
Process:
Insert > Movies and Sounds > Record Sound
TheRecord Soundwindow asks you to Name the sound; pres<itode (record) and speak into
your microphone. When done click on sguare (stop) When done, clicloK.

Resize Pictures
The ability to import multiple images in a batctdaset default picture import size is a feature ihaiot
offered in MS PowerPoint.

Shyam Pillai, has developed a wizard to perforra thihction. The Image Import Wizard is availalie f
$35 at the following websitdtttp://skp.mvps.org/iiw.htm You can give it a "test drive" before purchagsin
to see if it will do what is needed. Installingeigsy and there is a nice tutorial that steps ymuth the
importing process.

— Jeanne Le Ber, jeannele@lib.med.utah.EBebruary 21, 2006
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