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Computer Classes

Check the GCLS online calendar
for the schedule of
Computer Classes
www.gcls.org

Basic Computer Skills:

o Required for all other computer classes. Learn how to use the mouse, open and close
programs, select items and text.

Internet Basics:

o Learn how to use the Internet, click links, navigate sites and print useful information.

Email Basics:

o Learn about email, create your own email address and get some valuable practice.

Software Basics:

« Overview of common office software such as Microsoft Word, Excel and PowerPoint.




Computer Guides

Basic Computer Quick Reference Guides:
Guide

Computer Basics
Microsoft Internet Explorer 7

Adobe Acrobat 8

Microsoft word 2003
Microsoft office 2007
Microsoft Publisher 2007
Microsoft Excel 2007
Microsoft Power Point 2007

FREEHOLDER DIRECTOR
Robert M. Damminger

FREEHOLDER LIAISON
Warren S. Wallace, Ed.D.




Power Point Beginning

Quick Access Toolbar

The Quick Access Toolbar is just to the right of the Microsoft Office Button.

When the cursor is over a button, the name of the button is displayed.

The options available when Microsoft Office 2007 is first installed include Save, Undo, and Redo.
Customizing the Quick Access Toolbar

To add an item, click on the Customize Quick Access Toolbar drop down arrow at the end of the
Quick Access Toolbar and click on the desired item.

Options with a check mark in front of them are displayed on the Quick Access Toolbar.

To remove a button, click on the Customize Quick Access Toolbar drop down arrow at the end of
the Quick Access Toolbar and click on the desired item. (This removes the checkmark from in front

of the item.)

To add a command button from the Ribbon, right click on the desired command button and choose
Add to Quick Access Toolbar.

To remove a command button that has been added to the Quick Access Toolbar, right click on the
button on the Quick Access Toolbar and choose Remove from Quick Access Toolbar.

Changing the order of the Buttons on the Quick Access Toolbar
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Microsoft )
Office Button .

The Microsoft Office Button is in the top left
corner of the window and provides access to H
open, save, and print documents. E‘L
Click on the Microsoft Office Button and then

click on the desired option. @

Menu options with an arrow have additional
choices available in the area to the right.

The Word Options button at the bottom of the window allows the user to make
adjustments to Word such as color scheme, page display options, AutoCorrect options, Ly
spelling, and grammar. || Close




Customize Quick Access Toolbar

Click on the Customize Quick Access Toolbar drop down arrow at the end of the
Quick Access Toolbar

and choose More Commands...

In the column on the right below Customize Quick Access Toolbar,
click on the item to be moved.

To move the item up, click on the up arrow at the right.

To move the item down, click on the down arrow at the right.
Click on OK.

Position of the Quick Access Toolbar

The Quick Access Toolbar is usually located to the right of the
Microsoft Office Button.

To place the Quick Access Toolbar below the Ribbon, click on the Customize Quick
Access Toolbar drop down arrow and choose Show Below the Ribbon.

To place the Quick Access Toolbar back next to the Microsoft Office Button, click on
the Customize Quick Access Toolbar drop down arrow and choose Show Above the
Ribbon.

-




Help

Click on the Microsoft Office Word Help
button in the top right corner.

@ PowerPoint Help

Type the desired word in the search box and
then press the Enter key.

Choose the desired topic from the ones
d IS p I ayed ] Browse PowerPoint Help
Wwhat's new Getting help
. . Ackivating PowerPoink Cuskamizing
To research another topic, enter the desired Fie management Creating apresentatian
WO rd |n th e SearCh bOX and th e n p re SS th e Format slides ar presentations Warking with graphics and charts
Enter key.

Note — An active Internet connection will
find more results.




The Ribbon

Page Layout References Mailings Review View Add-Ins

‘.AaBchDc. AaBbCcDc AaBbCi % _ |
THormal | Mo Spaci.. Headingl |[= Change ||Editing

The Ribbon runs across the top of the window.

The Ribbon consists of 3 types of items.

« Tabs — This is the main level and includes Home, Insert, Page Layout, etc.
» Groups — Each tab has several groups that show related items together.
« Commands — A command is a button in a group or an item in a list.

Some tabs are only available when a particular item is selected. For example, the
Picture Tools tab is only shown when a picture is clicked on.




* Using the Ribbon

= ¥
Click on the desired tab. —_!] Ep
Paste
The commands under each tab are grouped. The name of the group is at T S
the bottom. Clipboard ™

Some groups have a Dialog Box Launcher button which opens the dialog
box with more commands.

* Minimizing/Restoring the Ribbon
To minimize the Ribbon, click on the Customize Quick Access Toolbar drop down
arrow and choose Minimize the Ribbon (a checkmark is now displayed in front of

Minimize the Ribbon)

OR double click on the currently selected tab on the Ribbon.

To display the Ribbon, click on the Customize Quick Access Toolbar drop down
arrow and choose Minimize the Ribbon (the checkmark in front of Minimize the
Ribbon is removed.)

OR double click on the currently selected tab on the Ribbon.




Click on the Microsoft Office Button and then click on Open.

Navigate to the location of the desired file.

% Extra Large Icons

(Optional) Click on the Views button and choose

| Largelcons

== Medium Icons

View Option’s -
i === Smalllcons

21 List

Z Details

== Tiles

Choose the name of the file to work with and click on the Open button.




Challenge!




Click on the Microsoft Office
Button and then click on New.

In the Templates pane, click on
Blank and Recent.

In the Blank and Recent pane,
click on Blank Presentation.

Click on the Create button.

Mew Presentation

Starting a Blank Presentation

Templates

[ Blank and recent
Installed Templates
Installed Themes
My templates...
Mewr from existing...
Microsoft Office Online
Featured
Agendas
Award certificates
Calendars
Content slides

Design slides

| Search M

icrasoft Offic

Blank and recent




Templates

e Templates provide the basic format of a document.

¢ Click on the Microsoft Office Button and then click on New. New Presetation d)
L Ol % | Soccer Award Certificate
Blank wnd recent

e The Templates section displays templates available on the ised Tenpites A & e oy vt b trn

Irstated Themes Microsoft does not guatantee it in any way,

Flease read the following agreements before
computer. PR = poceedng
¥ * Office Online Teoms of Use
New from existing. %
rT— " 3 * License Ageeement
Microsoft Office Onfine
. | Report ths template Lo Microroft
¢ Choose the category of template desired.
Agendas 133 KB («1 min § 56 oy
L | Soccer Award Certificate | Basketball Award Certificate of excellence  Employee performance -
Award citilicates | Certificate for student award IR (M4 Vores)
Caiendars

. Click on the desired template.

Conterdt shdes

L R

LpenDy j—
Design slides - ;- . PR
Oragrams h I "
. Click on the Create button. - e b W
Presentations
Employee of the year lindergarten diploma Certificate of Certificate for
Resunes award compietion administrative
professional photo
Schedutes

e The Microsoft Office Online section connects to templates i e (ertficate of Achievement

. . . Soccer
available online from Microsoft. =| Pl A
B gl [l o g =
j ; @ —
. Choose a category and click on the desired template. e
Exteflence award pwith  Excellence award (with  Attendance award fwgh  Award for outstanding
eagle U flag) sthoot contribestion to project

o Click on the Download button.

. The template opens in Word.

. Note — The document should be saved to the computer.




Applying and Customizing a Theme

On the Ribbon, click on the Design tab.
In the Themes group, click on the More button located to the far right of the thumbnails.
Click on the desired theme.

Note — Holding the cursor over a theme without clicking displays the slide with the theme.
This also applies to each of the choices mentioned below.

In the Background group, click on the Background Styles button and choose the desired
background.

In the Themes group, click on the Colors button and choose the desired color scheme.
In the Themes group, click on the Fonts button and choose the desired font theme.

In the Themes group, click on the Effects button and choose the desired effect.




Changing the Size of
the Panes

Place the cursor over the
line that divides the
panes. (The cursor
changes to a two-headed
arrow.)

Click and drag to the
desired size.

Click to add title

* Click to add text

Zooming in on the Slide in Normal View

The Zoom bar is in the bottom right corner of the window.

Click on the Zoom slider and drag it until the slide is the desired size.
To make full use of the size of the Slide Pane, click on the Fit slide to current window
button to the right of the Zoom slider.




Design Animations

SIIdE - ';g] Delete

Office Theme

Title and Content
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Caption
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Caption
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PowerPoint 2007

Adding More o Changing g

Slides Insert Desig the LaYOUt 3 % _l é;l‘:::t'

= & _=| Layout ~ . F‘ajte 2% 5”;1:7 ,.,EI Delete

e Click on the slide P_ai g g SRt Of d Shde —

thumbnail where the . ‘{ slide - -l Delete

new slide should go. B
 Click on the slide
e The new slide will be thumbnail to be m
inserted after the changed. -
selected slide. B o
e On the Ribbon, click .
e On the Ribbon, click on on the Home tab. ~

the Home tab.
e In the Slides group,
o In the Slides group, click on the Layout

click on the down arrow button and choose the
of the New Slide button desired layout.

and click on the desired
layout for the new slide.




Slide Sorter View

To change the order of the slides, click and
drag a slide to the new location
OR Cut and Paste:
Right click on the slide to be moved and choose Cut. Exit Edit Text
o | | | | A Eont.
Right click on the slide at the desired location and = paragraph..
choose Paste. = g
*— | Bullets 3
The new slide will be pasted after the selected slide. | = H/moene d
F_| Convert to SmartArt *
To change the size of the thumbnails, click on the slider | & Hyperiink.. |
of the Zoom bar and drag it to adjust the thumbnails to Synonyms b
the desired size. Al Format Text Effects...
% Format Shape... l

=1

e 97— 40 %




Power Point 2007

_________________________________________________________________________________ @

e Outline and Slides Pane o Shde Pane

e In the middle of th is the Slide Pane.
e On the left side is the Outline and Slides Pane. 1 HE MIGEIE OTTRE SCIECRLIS The SHTe Tane

e This is the working area most people use.
e The Outline tab displays an outline of the = L

presentation.

e Text can be entered directly into the outline.

e Notes Pane

e The Slide tab shows thumbnails of each slide.

e At the bottom is the Notes Pane.
e Click on the desired slide to display it in the Slide

e, * Notes for the presenter can be entered in the Notes

Pane.
e Click on the X at the top right corner of the pane to

close it. » Notes are associated with the slide that is showing.

e To bring the pane back, on the Ribbon, click on View

. . e Note — The notes do not show up when viewing the
tab and in the Presentations

slide show. There is an option to print the notes.




Changing the View

B=
= —
Normal View Click on this button to see the three panes.
Normal
I oo
. oo Slide Sorter View Click on this button to see thumbnails of the slides
Slide Double click on a slide to open it in the Slide Pane.

Notes Page Click on this button to see the presentation
with notes for each slide.

l@l Slide Show View Click on this button to play the show starting with the
slide that is currently selected.




Viewing the Slide Show in Play Mode

On the Ribbon, click on the Slide B O
Show tab and in the Start Slide S ol
Show group click on the From Beginning Current Slide
Beginning button or the From Start Slide Shc

Current Slide button.
(Press F5 to play the slide show
from the beginning.)

OR to play the slide show from the II-_|=_-Il
current slide, click on the Slide

Show button located at the bottom

right of the window.




Challenge!

Use the Workshop presentation or any
other PowerPoint presentation you
choose to complete this challenge.

Open a presentation.

O Y

Wi )

View it in Normal view. Home

HI=
View it in Slide Sorter view. J_—L ‘E"E'

Mormal| Slide Motes Slide
Sorter Page Show

View it in Slide Show view.

View it in Notes Page view.




Power Point 2007

_________________________________________________________________________________ @

Landscape or Portrait
Undo and Redo Orientation

e To reverse the last change made, click on the

Undo button on the Quick Access Toolbar. e OI}; the Ribbon, click on the Page Layout
tabp.

e To change things back, click on the Redo

button on the Quick Access Toolbar. * Inthe Page Setup group, click on the

Orientation button and choose Portrait or

, ) Landscape.
e To see the undo history, click on the down

arrow next to the button.

i

e To perform multiple undo’s, click on the
Undo down arrow and click on the desired

item in the list. The j Portrait

a2

e action clicked on and all others above it in the
list will be undone." —| Landscape




Mini toolba_r

e The Mini toolbar is a semi-transparent
toolbar which appears when text is selected.

e Highlight text to be formatted.

e Use the buttons on the Mini toolbar to make
the desired changes to the text.

e If the Mini toolbar has disappeared, right
click on the highlighted text to

e bring up the Mini toolbar.

Power Point 2007

Clipboard T«

Select the text that has the desired
formatting.

On the Ribbon click on the Home tab.

In the Clipboard group, click on Format
Painter.

Notice - The cursor changes to a paintbrush.
Click and drag over the text to be formatted.

Note - The Format Painter then turns itself
off.




Power Point 2007

e Formatting Text  Exact Font Size
e Highlight the text to be changed. * The exact font size desired can be typed in
the Font Size box.

e On the Ribbon, click on the Home tab.
e Click in the Font Size box.

e In the Font group, change the font and
font size as desired. o Type in the desired size (i.e. 11.5), and press
the Enter key.

e Click on the Grow Font or Shrink Font
buttons to quickly adjust the font size.

* Note - By clicking on the Font down &
. w
arrow or the Font Size down arrow and | A |
resting the cursor over the desired choice, .Iﬁ.
the highlighted text changes to preview
the effect of the choice.




Power Point 2007

Alignment = Changing the Default Font

On the Ribbon, click on the Home tab.

e Highlight the text to be formatted. _ _
In the Font group, click on the Dialog Box Launcher button
at the bottom right corner.

e On the Ribbon, click on the Home tab.
Choose the desired font and font size.

o In the Paragraph group, click on the Click on the Default button at the bottom left.
appropriate alignment button on the toolbar.
Click yes
o Left — Text aligns to the left with an uneven
edge on the right. Changing Case Ao~

« Center — Text aligns to the center. Highlight the text to be formatted.

On the Ribbon, click on the Home tab.

e Right — Text aligns to the right with an

uneven edge on the left. In the Font group, click on the Change Case button.

Choose the case. (Sentence case, lowercase,

o Justify — Text aligns with even edges on left UPPERCASE, Capitalize Each Word, tOGGLE cASE)

and right by spacing words across the page.




Power point 2007

_________________________________________________________________________________ @

Adjusting Line Spacing

| I = - | e Creating a Bulleted List
e Click in the paragraph to be
formatted or hlghhght the o Click in the line of text to be bulleted.
paragraphs if formatting more than
e On the Ribbon, click on the Home tab.
one.
e Inthe Paragraph group, click on the Bullets
e On the Ribbon, bution:
 click on the Home tab. e Turning Off Bullets

: e Click in the line of text that is bulleted.
o In the Paragraph group, click on the ick in the line of text that is bullete

LlIl.e Spacmg button and choose the e On the Ribbon, click on the Home tab.
desired spacing.

e Inthe Paragraph group, click on the Bullets
button




Challenge!

Use any slide you choose to
complete this challenge.

Change the line spacing of a list. o e As~
Change the line spacing of a
paragraph of text. -

Change the paragraph spacing
between body text and a heading

Defaul,.. -Cance\




Spelling Check v

Right Click Correct Spelling &
On the Ribbon, click on the Review tab. Grammar

In the Proofing group, click on Spelling & Grammar.

Right click on the word The word in question will be shown in red in the context of the sentence.
in question. (The word is
marked with red
underscore.)

Choose one of the following:
Ignore Once - Don’t replaced the word.

Ignore All - Don’t replace the word and don’t stop if the same problem is
encountered again.

Add to Dictionary- Add the word to the dictionary. This is dangerous because it changes

Select from the words at the Spelling Dictionary.

the top of the box OR

Change - Change the word in red to the selected word in the Suggestions box.

Change All - Change all occurrences of the word in the document to the selected word in
the Suggestions box.

Click on Spelling and use
the Spell Checker as
noted below

AutoCorrect - Sets the computer to automatically help with spelling. Note- automatic
spelling must be turned on in Options.

Click on the Close button.

Note — If no words are recognized as being misspelled and no grammar errors are
encountered, the window does not open.




Power Point 2007

Grammar Check

When the computer encounters a grammar question,
the word(s) in question are shown in green.

Choose one of the following;:
Ignore Once - Don’t replaced it.

Ignore Rule - Don’t replace it and don’t stop if
encountered again.

Next Sentence - Used to move to the next problem
after making corrections to the sentence in the
window.

Change - Change the word in red to the selected word
in the Suggestions box.

Explain - Offers an explanation of the grammar in
question.

Click on the Close button.

Spelling and Grammar Options

Start a spelling and grammar check.

Note — If no errors are misspell a word so the
Spelling window comes up.

Click on the Options button at the bottom.

In the When correcting spelling and grammar in
Word section, make the desired choices.

Click on OK.

‘When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
Show readability statistics

Writing Style: |Grammar0nly v‘ [ settings... |
Recheck Document

Exceptions for: ‘@_] disclosure.doc v |

D Hide spelling errors in this document only

D Hide grammar errors in this document only




Challenge!

Type the following sentences in the slide:

| really enjoy learning an computers and about -
new skillz. '@
Home Insert B

g Research [~

@Thesaurus @
Spelling &

1 o]
Grammar |43 Translate | jag]

Proofing ]

This is the first classs | have takenn.

Correct the spelling errors in the sentences.

Correct the grammar mistake that appears in one of
the sentences.

Use the Spelling and Grammar command to check
the remainder of the document.




Power Point 2007

_________________________________________________________________________________ @

Readability Statistics Seeing the Statistics
e Displaying Readability Statistics » The Readability Statistics will be displayed when
the spelling and grammar checking have

) finished.
o Start a spelling and grammar check.

e Counts - the number of words, characters,

o Click on the Options button at the paragraphs, and sentences in the document.

bottom.
e Averages - the average number of Sentences per

Paragraph, Words per Sentence, and Characters

e In the When correcting spelling and per Word.
grammar in Word section, click in front
of Show readability statistics. *  Readability - the percentage of Passive

Sentences, the Flesch Reading Ease score, and
the Flesch-Kincaid Grade Level of the document.

e Click on OK.
¢ C(Click on OK.




Power Point 2007

e Word Count e AutoCorrect

. . e Click on the Microsoft Office Button.
e The number of words in a document is

dlsplayed on the Status Bar at the e Click on the Word Options button at the bottom.
bottom of the screen.
e Click on Proofing.

e To count the number of words in a
selection, highlight the selection and
the first number is the count. (i.e.
250/3500 indicates the section has 250
words out of a total of 3500 words in
the document.)

e Click on the AutoCorrect Option button.

e Choose from the checkboxes:

Correct TWo INitial CApitals

Capitalize first letter of sentences

o If the Word Count is not displayed,
right click on the Status Bar and select
Word Count.

Capitalize names of days

Correct accidental usage of cAPS 10CK key




Right Click Thesaurus

Thes aurus e Right click on the desired word.

e Place the cursor over Synonyms and then click on the desired word.
e  Thesaurus

Search for: e  Right click in the word to look up.

cursar

e  Place the cursor over Synonyms and then click on Thesaurus at the
Thesaurus: English (U.5.) bottom of the list.

-@Ee:ﬁ b 5?}|T
= Thesaurus: English (U.5.)

4 pointer (n.) e Right click on the desired word and choose Insert.

e Click on the desired meaning if the list of words is not showing.

pointer

e Looking Up a Different Word
arrow

marker e  Click on a word showing in the window of the Search for box.

indicator

e  Typein the desired word and click on the green arrow




Power Point 2007

_________________________________________________________________________________ @

Find and Replace

On the Ribbon, click on the Home tab.

e On the Ribbon, click on the Home tab. «  Inthe Editing group, click on Replace.

e Inthe Editing group, click on Find. ¢ Inthe Find what box, enter the word or phrase to be found.
. ¢ Inthe Replace with box, enter the word or phrase to replace it
e In the Find what box, enter the word or with.
phrase to be found.

e  Click on the Find Next button to find the word(s) in the text.

* Click on the Find Next button. e Click on the Replace button to replace the word in the text.

Find and Replace
t% Flnd W, Find | Replace | GoTo
Find what: |buttnn| M
sa)a‘c Re p l a Ce Options: Search Down

g Select -

eart ,V. [EeadingHighIight v] [ Findin I [ Eind Mesxt ] [ Cancel I




@ Search For:

* Inserting a Picture from Clip Art school | Ce=J
r.:l?::mel.:l::ions - |

Click in the document where the picture should St e N

be placed.

On the Ribbon, click on the Insert tab. —— E=ia .J
/2 == _ _

In the lllustrations group, click on Clip Art. 'Lﬂl E g%}

: _ Picture
In the Clip Art pane, type a word in the Search g

text: box and click on the Go button.

If a message appears asking if pictures should
be included from the Microsoft site, click on the

Yes button. 5.
[ |

Note — An active Internet connection is g
required to see clipart from the Microsoft site. b |

Scroll through the collection and find the
desired picture.

IS

2] organize clips. ..
93‘ Clip art on OFFice Online

l@ Tips For Finding clips

Click on the desired picture.




Power Point 2007

e Positioning Pictures ¥
in Power Point

4 Bring to Front ~ &=~

'-E,}, 5end to Back - %
Position

- — I-l- 9 =
Double click on the picture. A IE Text Wrapping ~ Ll
Arrange

e The Format tab of Picture Tools comes up on

the Ribbon. * Rotating the Picture

e Inthe Arrange group, click on the Text

Wrapping button and choose Square or Tight. > DalEid GRS RS

e The Format tab of Picture Tools comes up on

e Square causes the text to line up on a straight the Ribbon..

edge on the side of the picture.

e Inthe Arrange group, click on the Rotate

* Tight causes the text to wrap closely to the button and choose the desired rotation.

picture, following the shape for the picture.

e OR click on the green dot above the picture

e Click on the picture and drag it to the desired ieql dlbee ke s o ke cesied angle.

position.




Compressmg PICtures ix Brightness = ﬁi:nmpress Pictures
. . . Contrast ~ Ch Pict

Note - Compressing pictures reduces the file size of the B Contras E ange_ T
presentation, making it more manageable when moving it, Jag Recolor - g Reset Picture
sending it by email, etc.

Double click on a picture.

The Format tab of Picture Tools comes up on the Ribbon.

Compress Pictures

In the Adjust group, click on the Compress Pictures button. Apply compression settings now

[] {Apply to selected pictures oniy

If only the selected picture(s) are to be compressed,
click in the box to [ Options... ] [ 0K l ’ Cancel

select Apply to selected pictures only.

Click on the Options button. Compression Settings
Compression options:
In the Compression 0pti0nS Section, :Automatically perform basic compression on save;
make the desired choices. Delete cropped areas of pictures
Target output:
In the Target output section, choose Screen or E-mail. (® Print (220 ppi): excellent quality on most printers and screens
) Screen {150 ppi): good for Web pages and projectors
Click on OK. () E-mail (26 ppi): minimize document size for sharing
. [ oK ] [ Cancel
Click on OK.
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e Creating a Text Box  Moving a Text Box

e On the Ribbon, click on the Insert o (Click in the text box.
tab.

e Move the cursor to the edge of the

e In the Text group, click on the Text box.

Box button.

 Note - The cursor changes to a

e Click and drag on the slide to four-headed arrow.

create the text box.

few  View _Addins | .
A= ) e Click and drag the box to the
S — desired location.

A
—



Text Boxes

* Resizing a Text Box * Deleting a Text Box

¢ C(Click in the text box. Click in the text box.

e Move the cursor to a corner of the Click on the border of the text box.

box. (The box at the corner is
called a handle.)

Press the Delete key on the

keyboard.

e Note - The cursor changes to a
two-headed arrow.

e Click and drag to change the size of
the box.




Challenge

Use any PowerPoint presentation you choose
to complete this challenge.

View Add-Ins

. =
Insert text on a slide. A =
=
Practice using the bold, italic, and Text Header WordArt
Box & Footer ¥ &
underline commands.

Change the font style of the title. _
Change the font size of the title

Change the color of the subtitle.

Use the Change Case command on a slide title.

Practice using the Increase Font Size and Decrease —|—

Font Size commands.

Insert a text box and add text.




Animating an Object (Text or Pictures)

On the Ribbon, click on the Animations tab.

In the Animations group, click on the ﬁ

Custom Animation button.
|§ﬁ§ Add Effeck T| |H={3 Remave |

Click on the Add Effect button in the

Custom Animation pane. Modify: Fly In

Start: -
Choose Entrance, Emphasis, or EXxit. ﬁ On Click b

_ S _ Direction: | From Bottom v

Choose from the available animations in the list.

Speed: Very Fast W
(Optional) Decide if the animation should happen on a mouse
click or be automatic by clicking on the Start down arrow. 010 3% Rectangle 3: C = Calm...
(Optional) Decide on the direction the action will go by clicking ¥
on the Direction: down arrow. 1 fr Picture 4 >

(Optional) Decide on the speed of the action by clicking on the
Speed down arrow.

Note — A preview of the animation
displays each time a choice is made.




Power Point 2007

Removing/Changing
the Animation Custom Animation v X

|§ﬂ? Change 1r| |H_-;3 Remave

e Click on the object.

Modify: Wave
. . Skark: ;
e Click on the corresponding number of B on dlick b
the object in the animation list.
Speed: Fast W
¢ Click on the Remove button in the :
Custom Animation pane to remove the 0 3% Rectangle 3: C = Calm...
previous choice ¥
143 Picture 4
 OR click on the Change button to 2“3 ¥ Picture 4 v

choose a different animation.




Adding a Delay to an
Automatic Animation

Click on the object. Effect | Timing
Start: “B on Click v
Click on the down arrow next to Deelay: 2 ¥ | seconds

the corresponding number of th

. . . . . Speed: 1 seconds (Fast)
object in the animation list.

Repeat: | (none)

[ ] Rewind when done playing

Click on Timing.

Change the Delay to the
desired number of seconds |.

8] 4 J | Cancel

Click OK.




Power Point 2007

Changing the Order
Objects Play

Adding Multiple
Animations to

Custom &nimation v

|;ﬁ Change '| |x"°3 Remave | If the Custom Animations screen is

the Same Object .
J Modify: Fly In R
Stark: i
e Click on the object. B on dick > «  On the Ribbon, click on the
Direchion: | From Baottom v Animations tab.
o Click on the Add Effect buttonin | =% Wery Fast v o .
the Custom Animati e Inthe Animations group, click on
€ Lustom Animation pane. - : :
00 Sk Rectange 3: C = Calm... the Custom Animation button.
e Choose Entrance, Emphasis, or § _ e Look at the list in the Custom
Exit. 1'% 135:" Ficture 4 Animations pane showing the order
2R { Fickure 4 W in which objects play.
: 3 3 Picture 8
. Ch.oose. frorr} the a\{allable B . o Click on the object on the slide to be
animations in the list. 49 # Picture @ changed. (The animation in the list is
545 ¥E Picture highlighted.)

e Click and drag the animation in the
list to the desired playing position.




Slide Transitions

On the Ribbon, click on the Animations tab. | | |@ |@ IE‘ llim Ii |wmm

In the Transition to This Slide group,

hold the cursor over a transition without clicking to display the slide with that transition.

Use the up and down arrows on the right side of the Slide Transitions window to scroll through the choices.

Click on the desired transition.

Note — The question mark at the bottom of the list is for random transitions.

Adjust the speed of the transition by clicking on the Transition Speed down arrow and making the desired choice.

Add a sound by clicking on the Transition Sound

.y Transition Sound: | [No Sound] - || Advance Slide

down arrow and making the desired choice. :
- ?_3,]_ Transition Speed: | Medium - || [C] on Mouse Click

| i5¥ Apply To All Automatically After:

In the Advance slide section, choose either On Mouse Click, or set a time for the automatic advance of the slide.

To apply this transition to all of the slides in the presentation, click on the Apply to All button.




Rehearse Timings

Note — Rehearse timings controls the pacing of the
self-running show.

On the Ribbon, click on the Slide Show tab. -
T | K9 Record Marration
| BT |
In the Set Up group, click on the Rehearse S (&7 Rehearse Timings
- SetUp  Hide
Tlmlngs button. Slide 5hpnw Slide Use Rehearsed Timings

Click through the show at the desired pace.

Notice the timer in the upper left corner of the
window which has controls for pause, etc.

At the end of the slideshow a message will appear
asking if you want to keep the new slide timings.

Click on Yes to keep the timings OR No to try again




Self-Running Show

Note — To have a self-running slide show, the =

' iti : e =] W@ Record Narrati
slide transitions must be set to Automatically ERT [ O

.ﬁﬂehearse Timings

i SetUp  Hide
after with a Slide Show  Slide Use Rehearsed Timings

desired length of time.

r

Set Up Show

On the Ribbon, click on the Slide Show button. Show type Show sldes

(%) Presented by a speaker (full screen) = all

() Browsed by an individual (window) ) From: | = |I'2': | > |
In the Set U p group, Shaw scrallbar Custom show:

() Browsed at a kiosk (Full screen) | |
click on the Set Up Slide Show button. Show optians Advance slides

[*]Loop continuously until Esch (O Manually

. . [[] shows without narration (¥ Using timings, if present

In the Show Options section, check the box to [ show without arimation Multiple monitors

Loop continuously until “Esc”.
g y oo — |

[]show Presenter Yiew
In the Advance slides section, choose Using S —
timings, if present. [Juse hardwars graphics accsleration
Slide shaw resclution: | se Current Resolution v |
Click on OK. [ o« | [ conal |




Sounds

Adding an Automatic Sound to an Animated Object

If the Custom Animations screen is not showing: .. ormre—
On the Ribbon, click on the Animations tab. Effect | Timing | Text Animation
Settings
In the Animations group, click on the Custom Animation Direction: Biross v |
button. Enhancements
Sound: |[N|:| Sound] w | ‘\E

Click on the animated object to which the sound is to be after animation: |Don't i v
attached. Animate text: |F'-|| at once b |

. . . I:I " delay bebween letters
In the Custom Animation pane, click on the down arrow next

to the animated object and choose Effect Options.

[ Ok J [ Cancel

Click on the Effect tab.

In the Enhancements section, next to Sound, click on the
down arrow and choose the desired sound.

Click OK.




Adding a Sound to a
Slide Transition

Go to the slide that is to have
the sound.

On the Ribbon, click on the
Animations tab.

In the Transition to This
Slide group, click on the
Transition Sound down
arrow and make the
desired choice.

Note — To hear the sound,
hold the mouse over the

sound in the list.

Adding a Clickable
Sound to an Object

Click on the animated object to which the
sound is to be attached.

On the Ribbon, click on the Insert tab.

In the Links group, click on the Action
button.

Click on the Mouse Click tab.
Check the box in front of Play sound.

Click on the down arrow in the box and
choose the desired sound.

OR choose Other Sound... at the bottom of
the list and navigate to the location of the
sound.

Click OK.
Note — To hear the sound when playing

the slide show, click on the object with
the sound attached.

Action Settings

Mouse Click | Mause Cver

Action on click

(®) None

() Hypetlink kot

[ et Shde

() Run program:

Rurn macro:

Browse, .,

Cbject action:

Play sound:

|

[ o

] [ Cancel ]




Saving a slide show

¢ C(Click on the Microsoft Office Button and then e a name for the folder.
click on Save As.

e Check the name of the document and make
e By default, Word saves documents to the My changes as needed.
Documents folder as a .docx file.

e Click on the Save button.
e In the schools, the default location may have

been changed to the H: drive.  mp =
Save ji: ) Word 2007 v @@ X~
L. . L. . v__J l:I_I]Rtbun(ha-t.do[x |
o Ifitis not saving it in My Documents, click el I tiibrbamiol
. Templates
on the My Documents button (left side of the )
Save window) or navigate to the desired o Recert
location. ©)
Desitop
* Note — To create a new folder to place "=
the document in, click on the Create T
new folder button and type in el
g Sewe 2 P | wyoed Dooument (%, docx)
e [l Maintain compatibioy with Ward §7-2003




Saving the Slide Show

Saving to a Previous Version

Files created with PowerPoint 2007 can be opened and worked on in
the older versions, but a plugin is required.

Click on the Microsoft Office Button and then click on Save As.
Check the name of the slide show and make changes as needed.

In the Save as type box, click on the down arrow and choose:
PowerPoint 97-2003 Presentation.

Click on the Save button.




Printing Slides

Click on the Microsoft Office Button and choose Print or Print Preview.

In the Page Setup group, click on the Print What: button and choose the desired
option.

Slides — Prints 1 slide per page.
Handouts — Prints the designated slides per page.
(Printing 3 slides per page also prints lines for note

taking to the right of the slides.)

Notes Pages — Prints one slide per page with the speaker notes on the bottom
half of the page.

Outline View — Prints the outline of the presentation without pictures.




In the Page Setup group, click on the Orientation
button and choose Portrait or Landscape.

In the Preview group, click on the Next Page button or
the Previous Page button to view each of the pages to
be printed.

In the Print group, click on the Options button and
choose Scale to Fit Paper to fit the largest possible
iImage of the slide on the paper.

In the Print group, click on the Options button and
choose Frame Slides to place a wire frame around
each slide as a border.

In the Print group, click on the Print button.

Check the settings in the window and change them if
desired.

Click on OK.

Print What: Iﬂ

L

Page Setup

| Slides

Handowuts (1 Slide Per Page]
Handouts (2 Slides Per Page]
Handouts 3 Slides Per Page]
Handowuts (4 Slides Per Page]
Handowuts (6 Slides Per Page]
Handowuts (@ Slides Per Page]
Motes Pages

Cutline View

Print Options

b2

,'j, Mext Page E

[4 Previous Page | Close Print
Preview




Printer

Name: | % \\SERVERILexmark K422 v |

Skatus: Idl= Find Printet. ..
Type: Lexmark ®422 P53

Where: Staff Room

Carmment: Large print jobs and duples printing. [ Print ta file
Prink range Copies
@ al () Current slide Selection Mumber of copies:

Prinker
Custom Showe: | | e ) . :
ame: - SERYER\Lexmark =422 Properties
() slides: | | |='£ i !
Enter slide numbers andfor slide ranges. Far example, Status: Ttz Find Printer. ..
Lexmark 2422 P33

L]

1,3,5-12 Tvpe:
Collate Where:  Staff Room
, Comment: Large print jobs and duplesx printing. [ Print to File
Print what: Handouts
|5|i,jes Z | I:I e Prirt range Copies
Calor/grayscale: Harizankal Vertical % i all () Current slide Selection Mumber of copies:
z Ll 5
|Gravsu:ale w | Custom Show; | | 1 i
[J5cale to fit paper Print hidden slides (3 Slides: | |
[IFrame slides [ High quality Enter slide numbers andfor slide ranges. For example,
Print comments and ink marky 1,3,5-12
r - o [+#] Callate
(o (o
Prink what: Handouks
Handauts ¥ slides per page: [
Sldes Order: (3 Horizontal () vertical B
Handoiie % rder; orizonta Yertica CEIE
Mokes Pages
Outline Yiew [ 5cale to fit paper Print hidden slides
Frame slides [JHigh gquality

Prink commments and ink markup

==




Printing the Document

Click on the Microsoft Office

Button and then choose Print. printer i
Name: | G2 Wppi/il63.6.5.101ETC_HP4200_SKILS v [ Properties |
Status: Idle - .
Type: HF LaserJet 4200 PCL &
Where:  ipp://163.6.5.10/ipp/ETC_HP4200_SKILLS (] print ta file
Carmment: [ Manual duplex

Check to make sure the correct . .

. . . age range CDDIBS
printer is chosen (Click on the ®al uanber of copies: [| 3
down arrow in the Printer i =

Tvpe page numbers and/or page
ranges separated by commas counting
fram the start of the document or the
section, For example, type 1, 3, 5-12
or plsl, pls2, pls3—p8s3

o o () Pages:
section and choose a printer). | | ﬁ @ [ Collte

. Print what: | Document W | Zoom
In the Page range section, Pants |l pages i range w| Pagespersheet: | 1page v
deCide WhiCh pageS tO pI‘il’lt. Scale ko paper size: |N0 Sealing vl

(All, the current page, or a

range Ofpages,) l Ok J[ Canicel ]

. e Printing Options
In the Copies section, indicate

how many copies Other options are available for printing by clicking on the Microsoft Office Button, choosing Print and then
’ clicking on one of the available options.

Print — Click in the Print button to open the Print dialog box as noted above.

. uick Print — Sends the document directly to the printer last used.
Click on the OK button. Q Y P

Print Preview — Displays how the document will appear before printing it.




Converting from Older Versions

» Microsoft Office 2007 can open documents created in all previous versions of
Word. Previous versions will be opened in compatibility mode. (The name of the

document in the title bar is followed by [Compatibility Mode] to indicate is an older
document.)

« Converting Older Word Documents [Lig Conyert

Click on the Microsoft Office Button and then
click on Convert. - N

Microsoft Office Word

CI |Ck on O K This action will convert the document to the newest file format. The layout of the document may change.

Converting allows you to use all the new features of Ward and reduces the size of your file. This
document will be replaced by the converted wversion,

[ ] Do not ask me again about converting documents!

[TE" Me Mare... l I OK ] [ Cancel l




Thank You!
We hope this Class was helpful

If you still need help Please set up an appointment with a

computer Instructor.

Please fill out a survey to help us improve our
computer classes

[
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FREEHOLDER DIRECTOR
Robert M. Damminger
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Warren S. Wallace, Ed.D.




