08 Computer Applications
M2C: Multimedia Presentation of Information (4)




M2C: Multimedia Presentation of Information (4)

Presentation Software

Softcopy of handouts can be found at http://www.clsmss.edu.hk/~whlau/08CA/
PowerPoint
1. PowerPoint is a presentation software in the M$ Office package for creating slideshow.  Sometimes we may also set a slideshow to “play” automatically for promotion purpose.  Various multimedia factors can be added to the slides, including animation (building effect), and transition effects, sound or video clips, and etc.
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2. Starting PowerPoint:

3. To create new slide, click Insert ( New Slide.  (Note: clicking the New Button [image: image44.png]FUENE B (W):
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 will create a new slideshow instead of new slide.).  You can choose different layout for the new slide.
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Different Views:

5. Drawing in PowerPoint is more or less the same as in Word.
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(Some useful skill: Holding Ctrl key while dragging an object can duplicate it)

6. When we group some drawings, they form a new single object.  When it is resized, all components are resized in the same proportion.  Also, grouped objectscan be copied or moved together, all at a time.

7. You can insert picture from file, insert ClipArt, WordArt, and etc, under the Insert menu.
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To set an image as Watermark, you can right-click on the image, format the image, and then set the image control 
option.

Formatting Slide

9. To set the Background, choose Background from the Format Menu.  You can choose a solid color, gradient color, a texture, or you can set your own image as the background.
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10. A Color Scheme is a set of eight colors giving the default color for the eight kinds of objects in a slide/presentation.  You can change the color scheme by clicking Format ( Slide Color Scheme:
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Applying Template

11. To apply a Template to a slideshow:

Master Slide

12. Master Slide is a special slide, which controls major formats, e.g. color scheme, background, layout, text formats, and special effects, of all the slides in a presentation.  The changes in Master Slide will be applied to the existing slides, as wells as new slides.

13. ALL additional objects, e.g. images, text box, word arts, clip arts, and etc, will be shown on EVERY slide in the presentation, if they are set in the master slide.  The object(s) will appear as background on each slide.

14. After the master slide is set, you can save the presentation as Template.  Later, you can apply the template and set the master slide to other presentations.
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To edit the Master Slide, click 
View ( Masters ( Slide Master.
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16. To edit the Title Master, 
click Insert ( Title Master.

Transition
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Transition refers to the special visual effect when changing from one slide to another.  It can make a presentation more attractive, catch the attention of the audiences, and alert the audiences that a new slide is shown.
18. To set the transition, click 
Slide Show ( Slide 
Transition, and choose a 
suitable effect.

Building Effects (Animation)

19. You can set building effect (animation) for each of the objects (e.g. text, title, image, word art, clip art, and etc) by clicking Slideshow ( Custom Animation.
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Action Buttons and Hyperlinks

20. You can set hyperlink on text, image or other objects, by firstly selecting the object, and then choose Insert ( Hyperlink.
21. You can add Action Buttons from the AutoShape tool bar.  You can also set actions for the button when the user clicks on it and/or the mouse cursor passes over it.
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Rehearse Timing
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After setting the Rehearse Timing, the PowerPoint will 
save the timing for each side.  When you start the slide 
show, the slides will automatically advance according to 
the recorded timing.
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To run the slideshow without timing set, click Slide Show ( Set Up Show, and change the setting for slide transition to be Manual.

24. To remove the timing, go to Slide Show ( Transition to remove the timing for all slides:
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25. Slide Show ( Custom Slide Show.  You can customize the sequence of the slides.
Printing Slides

26. By default, PowerPoint prints each slide on one page:
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27. To print multiple slides on a page, choose “handouts”.
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Sound effect in transition





Start from a black slideshow.  We can customize the styles later.





2. Click Apply All.





1. Uncheck the option of timing.





Select a button or an object.  


Right-click on it OR choose from the SlideShow Menu


click Action Setting.





Actions are


None


Jump to


( a specified slide, or


( an URL


Execute a specific program








Draw a button on the slide





Text can be introduced in different groups of level.





Effects and sound.





Order of the animations, and how the animations start





A list of the objects that will be shown with animation effect





Automatic transition of slides can be set





There are other effects like Dissolve and etc.





No Transition


Blinds Horizontal


Blinds Vertical


Box In


Box Out


Checkerboard Across


Checkerboard Down


Cover Down


Cover Left








You can set the Date/Time, Footer and Slide Number appear in slides or not.





You can also set them not appear in the Title Master Slide.





You can also customize the Color Scheme





Standard Color Scheme





Choosing different color or color effects here.





Omit background graphics from master.  We’ll talk about master slide later.





You apply the background to the current slide, or to all slides





Auto


Grey Scale


Black & White


Watermark





Right-click on image





flowchart





callout





Rotate or Flip





Grouping





AutoShape Menu





Connectors and Action Buttons are feature in PowerPoint but not in Word.


(for Office 2000)





Slide Show








Slide Sorter View





Slide View





Outline View





Normal





Vertical Direction


(for Chinese Text)





Blank





Text and ClipArt





Object with title





Text and multimedia (movie)





Organizational Chart





Chart (Excel chart)





Table (Excel table)





Title Slide





Bullets (list)





Create slides with preset objects, predefined styles and effects.





A wizard guiding you to create structured slideshow according to the type of the content you specify. [Not recommended to use]





AutoContent Wizard





Template





Blank Presentation





Open an existing presentation





Preview





In Slide Sorter View, we can


copy and move slides easily by drag-and-drop


and delete slides by pressing the “Delete” key.





Notes Pages View
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