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Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Create Handouts, Outlines, Speaker Notes and
adjust the Print Settings in the Backstage View.

2. Save a presentation in different file formats,
including an OpenDocument Presentation (odp).

3. Save a presentation as an Adobe Acrobat PDF
file or a Microsoft XPS file.

4. Save a presentation as a show (ppsx), a picture
presentation or a picture file (jpg).

5. Package a presentation for CD delivery.
6. Save & Send a presentation by E-mail.
7. Save or Publish a presentation online.

© 2013 Comma Productions, LLC

PowerPoint 2013: Sharing and Collaboration

¥ Live! Online and in Print

ll’imic time for Teddy Bears
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%43 Lesson 8: Online and In Print

-]
Notes Master Ribbon

1. Readings FILE NOTES MASTER | HOME

Read Lesson 8 in the Advanced PowerPoint

INSERT REVIEW VIEW

guide, page 241-285. F\'ﬁ« H:l | Header | Date N2 B Colors -

. ] +| Slide Image |+ Body m— @ Fonts ~
Project Motes Page  Slide Themes
A new presentation to practice the print Orientation = Size- | - Footer | Page Number - [O] Effects ~
settings and review Save & Send options. P: lJ‘EtuP Placeholders Edit Theme
Downloads Menu Maps More Menu Maps

e . From the Backstage

The Teddy Bear's Picnic.docx From the Notes Master Ribbon. 1. File ->Print, page 254
The Teddy Bear’s Picnic 2013.pptx 1. Notes Master ->Placeholders, . File ->Print-> Settings, page 255
Henry Halls BBC Dance Orchestra - page 253 . File ->Print-> Settings-> Handouts, page 256

Teddy Bears Picnic 1932.mp4
Teddy1.qif, Teddy2.qif, Teddy3.gif,
Teddy4.qif, Michigan-Balloonfest-8.qif,
Ways to Save Money Outline.docx

2. Practice
Do the Practice Activity on page 286.

3. Assessment
Review the Test questions on page 287.

. File ->Export-> Create Handouts, page 257

. File ->Export->Create PDF Document, page 261

. File ->Export->Create PDF/XPS Document, page 265

. File ->Export->Change File Type, page 266

. Change File Type->OpenDocument Presentation, page 267

. Change File Type->PowerPoint Show, page 268

. Change File Type->PowerPoint Picture Presentation, page 269
. Change File Type->JPEG File, page 270

. File ->Export->Create a Video, page 271

. File ->Export->Package Presentation for CD, page 273

. File ->Info-> Compress Media, page 276

. File ->Share->E-mail, page 277

. File ->Share->Invite People (SkyDrive), page 278

. File ->Share->Present Online (Lync Meeting), page 281

. File ->Share->Post to a Social Network, page 284
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Picnic Handout

— | @Righic time for Teddy Bears
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ree Going Live!
So, we explored each of the creative Ribbons in PowerPoint and used the options to create wonderful presentations. The last

lesson is all about sharing PowerPoint: In print and online. The print options will include handouts and speaker notes. We'll also
learn how to save and send PowerPoint in many different file formats.

The Teddy Bear's
Picnic.mpd
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The Theme for these pages is the
Teddy Bear's Picnic. Many of the
bears were photographed at the
Chelsea Teddy Bear Co.
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Before You Begin
Before You Begin: Download the Samples

This lesson creates a presentation from an outline.

The outline, The Teddy Bear's Picnic, is a
Microsoft Word document.

Please download the sample outline in Word. You
can save the teddy bear pictures to your
Documents folder as well.

1. Try it: Add Slides from an Outline
PowerPoint is open: a new, blank slide show.
Go to Home ->Slides->New Slide.

Select: Slides From Outline...

Browse to your Documents folder and select the
The Teddy Bear's Picnic.docx

Keep going...

Memo to Self: You can use your own pictures if
you wish. You do NOT have to match the images
in this lesson. It is more important that you
understand the options.

Home ->Slides->New Slide->Slides From Outline...

F e Q% [ ——
[ R I v e —
. ot | para w0 -l o 8 = oy . 124 Tt ot - gt L
SR e PR T T N S baseunll ysen
) (e Thewe b et — [
Click to add subtitle
FR— R
H - H
Blank Content with Picture with
Caption Capticn

5] Duplicate Selected Slides
r|:'| 5lides from Qutline...
=] Reuse Slides...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Import Word Document Outlines into Presentations
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rhra, Home ->Slides->New Slide->Slides From Outline...
FEH % 0F. LRSI S F @ - A X
. . | I e T el . |
2. Try it: Review the Slide Outline St Gl e s R | S oot s | = 5= (| 5 | e e DO | b
R . Was lode Poagr Waw | Maier Masier Masie by i Bk ol Wl g, T e "
There are two methods for navigating a Pt v L e Bam | o ware v =

presentation: Slides and Outline. Please select ===
the Outline View. ey

What Do You See? There should be 21 slides
that were created from the text outline in Word.  *
The first slide in this presentation will probably  «
be blank. -

The Teddy Bear’s Picnic

= = EIE -
EREENEENEIREE
Mormal Outline Slide Motes Reading | Slide Handout Motes
View Sorter Page View Master Master Master

Presentation Views Master Views

Try This, Too: Edit the Title Slide
Go to Slide 1. .
Type the Title: The Teddy Bear's Picnic

Keep going...

1] The Teddy Bear’s Picnic —

2 If you go down in the woods today you better
not go alone

3 It's lovely down in the woods today but safer to
stay at home

4  For every bear that ever there was will gather
there for certain

5 Because today's the day the Teddy Bears have
their picnic

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.1 Create a Presentation: Import Word Document Outlines into Presentations
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T Design ->Themes
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Design: Theme l-lhd et : [t TRaMi TS .n-nhmn oW Hvim W . oot bioby + .
K 1 e 3
3. Try it: Apply a Theme = s ..’-—-—’ et 8
Go to Design ->Themes. : Ee Gt -
Select a Theme. T3 Tty B e al '

2w o s o s — U
. e O > . e
The example in this lesson uses the Aspect ’{ o o7 o 0k My |
Theme. You do not have to match the same s N = oe
Theme.

The Teddy Bear’s Pi

Click 1o sdd substitlo

Keep going...

1

Aa ’Aa

Themes

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation: Apply Presentation Themes
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Insert the Pictures

This is the Teddy Bear's Picnic. It's time to
invite the Bears. You can use the sample
pictures or add your own if you wish. Your
images do NOT have to match this page.

4. Try it: Insert Picture

Select Slide 1.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Double click to select a picture.

Please add a picture to each slide.

Try This, Too: Format the Pictures
Select the picture on any slide.

The Picture Tools should be available.
Go to Picture Tools->Picture Styles.
Please select a Style and edit the Effects.

Keep going...

Memo to Self: You can use the Format
Painter on the Home Ribbon to copy your
picture formatting to all of the images.

Insert ->Images->Picture

EH% 0 F Fing Tadkty s v - Pomlpmnt PP PO
B < s pen Tuanon  ausAhon ROILOW  HWe W | s
- - e L A — . o Bnncher -
] - el o g F e (] P g e E = -
Bl g Fubrn - s = T T
Bemwve | Cormior Gole Meinin = =
Becigeoned = ity - 3 Rt Pt 5, Pt Lyt

k]

[

k]

Picture Styles

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Apply Styles
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Add the Slide Transitions
5. Try it: Add a Slide Transition

First, select all of the slides.

Go to Home->Editing->Select->Select All.

Next, change the View.
Go to View->Presentation Views->Slide Sorter.

Now, add the Slide Transitions.
Go to Transitions ->Transitions to This Slide.
Select a Transition: Dissolve.

What Do You See? Each slide should have a star.

Keep going...

Transitions ->Transitions to This Slide
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Airplane
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i
Origami Dissolve

=

Checkerboard

12

Blinds

a8 =

Clock

2

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.1 Apply Transitioning Between Slide: Insert Transitions Between Slides
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Th Animations ->Animation
feg
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Add the Animations I v R S e S
) e L h ok r & A o & & o Bt (W
A little animation goes a long, long way. fromm | s bppe - B - . . o [ B e |G

- [as—, e [PRmppe—— — -

However, it's so much fun. In the example L
shown on this page, the presentation is back in

Normal View and a hot air balloon has been '

added to Slide 14. The balloon picture is
1 - : Bihey love to play and shout

selected.

What Do You See? The balloon should slowly  prsrems- o
fly to the top of the slide when you click the
mouse or keyboard.

6. Try it: Add an Animation

Go to Animations ->Animation.
Select an Effect: Fly In.

Go to Animations ->Timing.
Edit the Duration: 2:00

Try This, Too: Preview the Animation
Go to Animation ->Preview.

Fly In Float In Split Wipe Shape _| Effect
Options ~

Animation Fa

Exam 77-422: Microsoft PowerPoint 2013
4.0 Apply Transitions and Animations
4.2 Animate Slide Content: Apply Animations to Shapes
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7. Try it: Record the Timing

Slide 1 is selected.

Go to Slide Show ->Set Up.

Go to Record Slide Show.

Click on: Start Recording from Beginning.

What Do You See? Your presentation
should open in Slide Show View. The little
media player will record the time as you
advance through your slides.

Q=
OO

= [l o004 & 0:00:29

When you reach the end of your show,
please keep your timings. Click: Yes.

lj\ /T_\I | Play Marrations
@ (.

] ¥ Use Timings
SetUp  Hide | Rehearse Record Slide _
Slide Show Slide ' Timings Show- - Show Media Controls

Set Up

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.5 Configure and Present Slideshows: Record Slide Show Timing
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Add the Speaker Notes

Speaker Notes can help the presenter
remember the speech. The Notes can also be
printed as a handout for the audience.

8. Try it: Add Speaker Notes
Go to View->Presentation Views.
Click on Normal.

What Do You See? The Speaker Notes can
be added in the Notes pane beneath the slide.
In the example on this page, the first sentence
from a webpage has been pasted here.

What Else Do You See? The Speaker Notes
can include hyperlinks.

Memo to Self: Please cite your sources!
Otherwise, it comes real close to plagiarism,
hmmmm?

View ->Presentation Views->Normal

LGRS I Toe Trty Bt P - Pt
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" PR y The Teddy Bear's Picn
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-
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. r X 1
]
| “Taskdy Bowrn’ Plonds™ i & wong gl s By romgone fohn Walter Brafion, wetten o 07, and hyvics scided by b
m'mnmum—-m-u:ﬂm‘-—uh—ql—-
4 P Beraay’_Picric
= W pie 3 i |
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"Teddy Bears” Picnic” is a song consisting of a melody by American
Jimmy Kennedy in 1932. It remains popular as a children’s song, havil
From Wikipedia:

http://en.wikipedia.org/wiki/Teddy_Bears’_Picnic

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print Or Save: Edit Speaker Notes
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?;,,.% View ->Presentation Views->Notes Page
EE %0 F Tha Testy By Fmet - Fsariain F ™ - A X
View the Notes Page - lﬁl» an:\ua TR e A_’:l.un uu::mr-.:un;u:a Y T i l
The presenter can see the Notes during the b ot e [ favdeg | i Voot tie |~ B i | e | 2= ienye | s (P

show. These Notes can keep your speech on Pretrtan e s v
topic and accurate.

Beam [ o CEEs -

You can print the Notes as well. Here are
some options you can choose.

The Teddy Bear's Pl
9. Try it: View the Notes Page

In the screen shot on this page Slide 1, which
has information entered in the Notes pane, is

selected. "
<mr*ﬁ'ﬁ‘-“:u‘i‘.u'ﬂnnj-lﬂnMi:lhlthvh'd::m!m T -
Go to View ->Presentation Views. e Mo e T — R :

Click on Notes Page. e b L

Frow Wikiprd
it Sirn arbgerihs o e Teddy_Bran_Para:

What Do You See? This a good preview of
how the Notes Pages will print. The slide is
shown on the top third of the page. The Notes
are shown below.

ElEEEE
= 5 B

You can edit the default layout if you wish. Normal D:.tlme SS;'dE rgﬂtﬁ R‘:?dmg rjhde H;lndﬂm :l,lﬂtﬁ X
Please go to the next page. 1Ew rier ESEEN View L

Presentation Views Master Views

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Edit Speaker Notes
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rf,_.', Notes Master ->Placeholders
E BEHd®s- 0T Tham Waniy By Pt = PPt ¥ W A ®
:} View the Notes Master MR [l S | B e G | D —
Try it: View the Notes Master et e | gttt | ™ | s " e
Go to View->Presentation View. ey — fom et e e
Click on Notes Master. — Ly
What Do You See? When you open the Notes [t b0 sramer et sevies |
Master, you should see a new Ribbon: the Notes e
Master Ribbon.
The Notes Master Ribbon has five Groups:
Page Setup BElck to edit Master title styla
Placeholders
Edit Theme e e
Background R i
Close o

Placeholders simplify the task of editing the
template. You can apply a Theme as well. woms e[ B =

So far, so good.

Please Close the Notes Master View and return to
the Normal View. FILE MNOTES MASTER HOME INSERT REVIEW VIEW
I:En' ID +| Header | Date n Colors
] +| Slide Image |v| Body — @Forﬂx*
Motes Page Slide Themes
Orientation = Size~ | oY) Footer +| Page Mumber - @ Effects -
Page Setup Placeholders Edit Theme

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.2 Format a Presentation Using Slide Masters: Modify a Notes Master
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Review the Print Options

You can print your presentation in several different
formats, Speaker Notes, Handouts, Slides, or

Pictures, depending on what you wish to give to your

audience. Let's look at the options.

1. Try it: Print a Presentation
Go to File-> Print.

What Do You See? The Print Settings include:
Print All Slides

Print some slides (Slides)

Print Layout

Print One Sided (or both sides)

Collated

Color (Grayscale or Black and White)

The default settings are: Print All Slides, Full Page,
one slide per page, in color.

Keep going...

Exam 77-422: Microsoft Power

File ->Print

oint 2013

1.0 Create and Manage Presentations
1.4 Configure Presentations to Print Or Save: Print All Slides

@ __; (Canon Inkjet MP&0D Printer...
~=2. Ready

Printer Properties
Settings
Print All Slides
lﬁ Print entire presentation N
Slides: i
Full Page Slides
Print 1 slide per page

Print One Sided
Only print on one side of th...

Account

Options

Collated
123 123 123

Color -

|-l
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E Tf:.:: File ->Print-> Settings
. 7 T Tty Dot Prm - Prpandios |\:..;.;,~,‘-'i
:} Print What? —
2. Try it: Print the Notes Page
Go to File ->Print-> Settings. el

Select a Print Layout: Notes Pages.

What Do You See? The Notes Pages will be S s Pt s s [ J
displayed in the preview on the right. AT T—

Try This, Too: Print the Outline
Go to File ->Print-> Settings.
Select a Print Layout: Outline

Keep going... 4 i3
B -~
Print Layout
Full Page Slides Motes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Print Speaker Notes
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Handouts are the iconic image of a
PowerPoint presentation. There are
several different layouts available,
including the ubiquitous "3 Slides."

File ->Print-> Settings

Tha Ty Baa') Prmat - Ppaass T = & =

Thoatunt Moy * .

Priet | ot

3
¢
;
']
L
—
bt

3. Try it: Create Handouts
Go to File ->Print-> Settings. Handouts
Select a Handout: 3 Slides.

OK, please return to the Normal View for E o= r o —

the next example. (Click on the arrow in 15li 7 Slides 3 Slides
the upper left corner to go back.)

(=8
m

= = =5 =
Keep going... — =[] = | ——
4 5lides Horizontal 6 Slides Horizontal 9 Slides Horizontal I
= oo 2o
oo == o R .

= = L e e R ST
4 Slides Vertical o Slides Vertical 9 5lides Vertical

+ Frame Slides
«  Scaleto Fit Paper
High Quality

Print Comments and Ink Markup

3 Slides .
Handouts (3 slides per page)}

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Set Handout Options

Advanced Microsoft PowerPoint 2013 Page 256 of 291



=
4
3

r’?-’o:

Create Handouts in Mic

There is another way to create handouts that is very

useful. This option can be found in Ex

1. Try it: Create Handouts

Go to File ->Export.

Select Create Handouts from the list.
Click on Create Handouts.

Keep going...

The Computer Mama Sez: Create Handouts used to be

called Send to Word in previous vers

Office. As you go through the steps on the following
pages, you will see labels that still say Send to Word.

It's an oldie but a goodie: everything works well.

File ->Export-> Create Handouts

rosoft Word

port, not Print

F2 Package Fementation o OO
L% Conate Mandouty

b cmange fie ype

ions of Microsoft

Create Handouts in Micrasmft Drd

Put slides and notes in a Word document
Edit and format content in Word

Automatically update slides in the handout when the presentation changes
)

Create
Handouts

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create Handouts in Word)
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®E5 0%, ; L T —— x
Send to Microsoft Word o e R : el

2. Try it: Select the Page Layout e B s e s
You will be prompted to select the Page L I

Layout in Microsoft Word. The templates will 2

format a table in Word and add images of the [ J

slides into the table. You can also select

Outline only, if you wish.

Select: Blank lines next to slides.
Click OK.

Please note: It may take a couple of minutes to

create the handout in Word.

Memo to Self: When you Add slides to a
Microsoft Word document, the default is to
Paste the slides into the Page layout. You can
also choose to Paste Link so the slides in
Word automatically update when you change

the PowerPoint presentation.

Way cool technology.

FPage layout in Microsoft Word

&

s (@ Motes next to slides
W

() Blank lines next to slides

D Motes below slides

ID Elank lines below slides

() Qutline only

0 0 )

Add slides to Microsoft Word document

@ Paste

() Paste link

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create Handouts in Word)
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hre, Document1 - Microsoft Word

FH%
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tEs == =im aima
®

Dot wwaow |yt

A LS EITRIRCTE MAGL R

Edit the Handout in Word

What Do You See? There should be a new, well-
designed Document in Microsoft Word. The
document is formatted as a table. Each slide has
been converted into an image.

Vot o
okl Sl e
Bt e - Banliend U sy
Taiy e s T
n -

3. Try it: Edit the Presentation in Word

Click on the Table in Document1. The Table Tools i Tha Taddy Basr's

should be available.
Go to Table Tools->Design->Table Styles.

| comsiting

| composer fohn Wisher Rrstton,

| "Taddy Beary' Plonkc™ i a song

& & maloaty by A

writtes in 1907, and s added by

| irish somgwrites frrermy Kersedy in
| 19E2. # eornaine popalar as &

Select a Table Style.

Do This, Too: Save the Handout

Go to File->Save.

Browse to your Documents folder.
Enter a file name: Picnic Handout.docx
Click Save.

. e u»ila | |

Please return to Microsoft PowerPoint.

Document] - Waord

REFEREMNCES MAILINGS REVIEW

Table Styles

Exam 77-418: Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Apply Styles to Tables

VIEW

Advanced Microsoft PowerPoint 2013 Page 259 of 291
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More Export Options
The little lesson on creating handouts in Word
introduced the Export options.

Everyone wants to tell a good story so Microsoft
PowerPoint has several ways to get the message
out. The following pages will examine the other
Export options. Then, we will look at how to
Share a show by E-mail or online.

Try it: Find the Export Options
Go to File ->Export.

What Do You See? The Export options are:
Create PDf/XPS Document

Create a Video

Package Presentation for a CD

Create Handouts

Change Flle Type

Keep going...

File ->Export
. T
Export
1 Conune PORAEPS Dodament R
H Changee (s Type
Create PDF/XPS Document

Create a Video

Package Presentation for CD

Create Handouts

Change File Type

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export
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T, File ->Export->Create Adobe PDF

Export: Create PDF Document

PDF means Portable Document Format. Adobe
created the Adobe Acrobat PDF format in 1993 when
everyone had a different Word processor (and the
Computer Mama was young and wispy). PDF files
became one of the best ways to share information
across systems.

Export

Copane POFEPS Davesses

L

= Cepane & Veien
5 W
T8 Paciage Pasentation i O

B3 Conste Mandous
An Adobe PDF is stripped of most editing options so it
is an excellent format for files that have to be secure
and unaltered. The PDF file format is also good for
creating archives: PDF files created years ago can still
be opened in Adobe Acrobat.

bt cnange e Ty

Create a PDF/XPS Document

Memo to Self: All computers, Windows and Mac, Preserves layout, formatting, fonts, and images

should have the free Adobe Acrobat PDF reader. If _
your computer does not, please go to Content can't be easily changed

www.adobe.com and download the software. Free viewers are available on the web

H[=m

Create
PDF/XPS

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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E T
Thrge File ->Export->Create PDF/XPS Document

:} Create an Adobe PDF R e [ oo meimse “maues_ nserew el
2. Try it: Create PDF/XPS Document = = e
Go to File ->Export. Dpbsaes 5 faim : T e 5] [ . 8 fame -
Click on: Create PDF/XPS Document. L [ I Ggamie = Sl 2 @

P = ;
What Do You See: You will be prompted to — i EF lil
enter the following: e Al e —
Save In: My Documents J “TE— :@-um-.-f e i
File Name: The Teddy Bear's Picnic "Pa M e . Picn
Save as type: PDF. - X o - _ yT
i } :

The PDF will be Standard qualilty for using
online or for print.

L . Ty Boars’ Plonic™ i 10ng comussting of s mekody By Amwican componer Job Waller Bration, weitten i 107, and lyrics sdided by i songwsiter
and see the completed PDF file if you wish. i THE2 I e popaas a8 Chdrers Korgs, i b i By s arSats e the decacde.

=
I ik o el Toscicly Ry’ Pacrir

What Else Do You See? There is an - - i e D
Options... button that you can use to edit the ﬂ_ﬁle name: | The Teddy Bear's Picnic

settings for the PDF file. Save as type: | PDF

| - [y Fr ol T Pugisin (== i :
You can check Open file after publishing
L |
. ] 8

Click on Options...
[ ] Open file after publishing Optimize for: (@ Standard (publishing

.Keep going... online and printing)

() Minimum size
(publishing online)

Options...

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)
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Adobe PDF Options

When you click on Options you should see the
Acrobat PDFMaker.

3. Try it: Edit the Acrobat Options
Range: All.

Publish What: Handouts.

Slides per page: 3

By default, the Document properties and the
tags for accessibility are included.

If the fonts are not embedded the text will be
converted to Bitmaps.

Click OK return to the Export dialog.

Click Publish to create the PDF file.

Keep going...

File ->Export->Create PDF/XPS Document->Options

Range
@ All (:) Current slide Selection

Custom show: | I

() slide(s) From: |1 :‘ T |;._1

4k

Publish options
Publish what:
Handouts : | Slides per page: u

[ ] Frame slides Order: ® Horizontal

|:| Include hidden slides Vertical

|:| Include comments and ink markup

[o] [o] o]
11111111

Include non-printing information

Document properties
Document structure tags for accessibility

PDF options
|:| IS0 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
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Hello, Adobe PDF

What Do You See? Your presentation should

open in Adobe Acrobat as a PDF file.

4. Try This: View the Page Thumbnails
Go to Navigation Pane on the left side.
Click on Thumbnails (the first button).
You should see the pages as little images.

Very good. Please close the PDF file and return to

Microsoft PowerPoint.

The Teddy Bear's Picnic.pdf - Adobe Acrobat

Pl Bt W Wedew b

iﬂLl}_dé._x ) (e a|er] (=) | ﬁa & B L

Toch | Sga  Comm -

File Edit WYiew Window Help

134%

Page Thumbnails K

a=|~
g |® )
B -

The Teddy Bear's
Picnic.odp

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create PDF/XPS)

Advanced Microsoft PowerPoint 2013 Page 264 of 291




=
4
3

r
Th::: File ->Export->Create PDF/XPS Document

" i Tha Ty B 1 Pt - PrsaPioert .
Create PDFIXPS Document El - = m:“- Tt mumatoan s bew du.ln. iw — — R |
XPS means XML Paper Specification. XPSis - . - e | § - e et
the open source format developed by e I — s g famey -
Microsoft in 2008. Like an Adobe Acrobat file, 1
an XPS file is software and operating system ' ]

independent, too.

3 o Gilwaran 1 Db

P | Vo Tty B P
[P e—

Try it: Create PDF/XPS Document
The sample presentation is still open.
Go to File ->Export.

Click on Create PDF/XPS Document.

e

......

L

What Do You See? You will be prompted to
enter in the following:

File Name: The Teddy Bear's Picnic

Save as Type: XPS Document

1T @ ¢ Libraries » Documents v & Search Documents

File name: | The Teddy Bear's Picnic

There are two publishing options: Save as type: |}{P'S Document
Standard (online or printing)
Minimum (Online, only. This is a smaller file

with less resolution.)

[ ] Open file after publishing Optimize for: (@ Standard (publishing
online and printing)

() Minimum size

When you click Publish, the XPS file will be (publiching online)

created.

Options...

= Browse Folders Tools = Publish
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Export: Change File Type

You may be asked to save your presentation in a
different File Type so that folks at another
company can open your show.

For example, many firms use open source (free)
programs such as OpenDocument Presentation
instead of Microsoft PowerPoint. The following
pages will review the options.

1. Try it: Review the Presentation File Types
Go to File ->Export.
Click on: Change File Type.

What Do You See? The File Types include:
Presentation (the default file pptx format)
PowerPoint 97-2003 (the legacy ppt format)
OpenDocument Presentation

Template

PowerPoint Show (Opens as a show)
PowerPoint Picture Presentation

So far, so good. Let's see what they look like.

Keep going...

File ->Export->Change File Type

S Package Pseniation for O a
% Conate Mandoutn

b cmange e Ty

Presentation File Types
Presentation
Uses the PowerPoint Presentation format

ﬂ OpenDocument Presentation

Uses the OpenDocument Presentation
format

PowerPoint Show
+| Automatically opens as a slide show
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L =1 Presentation where each slide is a picture



OpenDocument Presentation

The OpenDocument file format (ODF) was
originally developed by Sun Microsystems to
support the new XML (Extended Markup Language)
for documents, spreadsheets and presentations.
Microsoft Office 2007 and 2010 also support the
XML file format, hence the new docx, xlsx and pptx
file formats.

2. Try it: Export as an OpenDocument Show
Go to File ->Export.

Click on: Change File Type.

Select: OpenDocument Presentation.

Click on Save As.

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: OpenDocument Presentation.
Click Save.

Trust, but Verify: Go to the Documents folder and
find the The Teddy Bear's Picnic.odp. Your
presentation should open in PowerPoint.

Please close the odp version and keep going...

File ->Export->Change File Type->OpenDocument Presentation

s) : -
--:u» SHNT DR TRATOML  AMRATOMT  MOTIHOW R VW

.

Q%

X Gt L -
0y ey« = e
¥ Porat Pt gy - [ bemin

2]

I T e

W T Tty a1 Pt

R TR e Py

T @ k Libraries » Documents »

File name: | The Teddy Bear's Picnid]

Save as type: | OpenDocument Presentation

The Teddy Bear's
Picnic.odp
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Export as a PowerPoint Show
A PowerPoint Show is saved in the .ppsx file
format. This format automatically begins your
presentation as a show when you open it.

3. Try it: Export as a PowerPoint Show
Go to File ->Export.

Click on: Change File Type.

Select: PowerPoint Show.

Click on Save As.

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: PowerPoint Show.

Click Save.

Trust, but Verify: Go to the Documents folder and
find the PowerPoint Show: When you open

the .ppsx file, the presentation will open in
PowerPoint as a show.

The .ppsx format is useful for kiosks or trade shows
where the purpose is 'show-n-tell,' not design and
edit. Close the PowerPoint show and please go on

to the next page.

File ->Export->Change File Type->PowerPoint Show

BE5 0T R Rt

- SOEET DN TRAMROML aMRMDGA RBTiHow e v

o ] Lt =

N oy it
il L

¥ Pt P gy - bt

R Ty

Ve sawn Tha Tosely Bas ) Pamag

et g Posardpet o

st vt + )

HWred

et

T @ ¥ Libraries » Documents »

File name: | The Teddy Bear's Picnic

Save as type: | PowerPoint Show
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E >
r,,f:: File ->Export->Change File Type->PowerPoint Picture Presentation

E n b 0 ‘7‘ - Toa Tty e 1 P meg - Prppwiionry
:1 Export As a PowerPoint I o e e v =T A

- - . o it il kg Tt b T g it | B ot *

Picture Presentation " i | I e [*1 4 e i e |

A Picture Presentation is a format that saves each : o =

slide as an image, a screen capture. The text and . i -

graphics cannot be edited.

4. Try it: Save as a Picture Presentation

Go to File ->Export. L
Click on: Change File Type.

Select: PowerPoint Picture Presentation.

Click on Save As.

Lty = Seamaniy. =

3
P s | Thar Tty B s P gynd]
- Tl

S, Eogs i a g

-
Pd

The Teddy Bear's
Picnic.pptx —

“E

When the Save As window prompts you:
Browse to your Documents folder.
Enter the File Name: Picnic Pictures.
Click Save.

Try This, Too: Edit the Picture Presentation
Open the file: Picnic Pictures.
Go to any slide and select the image.

What Do You See? You should see the handles in
each corner. You can resize the picture if you wish.

Keep going...
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r,-,f:: File ->Export->Change File Type->JPEG File
5 Export a Slide as a Picture E{:a P m:" TRAMETSM AARAATIS ‘ e oW mt'-> ww . e — ey |
Say you were asked to send some of your slides Pato 0 S0 o e T T e Qi 2 SO | PN
to a website that will promote your presentation. Owvaws % tem — Frrp [ tomsy
The editor asked for JPEG images. Here's a way ® T 5

to create the pictures.

5. Try it: Save a Slide as a Picture
Go to File ->Export.

Click on: Change File Type. -
Select: JPEG File Interchange Format.

m File name: | The Teddy Bear's Picnic jpg

Click on Save As. o 1 & » Libraries » Documents v | G Search Documents
What Do You See? You will be asked to: e

Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.jpg = y -

Save as type: JPEG File Interchange Format - | Saveastype |JPEG File Interchange Format (*jpg)

Click Save 11 I Authors:  eBeth Tags: Add atag

Do This, Too: Select Which Slides m c

All Slides /

Just 'Il'his One '® Browse Folders Tools - Save
Cancel

Select Just This One and PowerPoint will create
a JPEG image and save it in the Documents
folder. OK, that works.

o Which slides do you want to export?

| Alslides | | JustThisOme | | Cancel
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Export: Create a Video

PowerPoint can convert your presentation into a high
quality video that you can upload to the Internet or
share on a DVD. The video can include your Timings,
Transitions, Animations, and Media.

6. Try it: Review the Video Settings
Go to File ->Export.
Click on: Create a Video

What Do You See? There are several settings that
you can adjust, depending on your purpose.

Display: There are three options:

Computer & HD Displays (high resolution, big file)
Internet and DVD (medium resolution)

Portable Devices (low resolution, smallest file)

Timings: There are four options:

Don't Use Recorded Timings and Narrations
Use Recorded Timings and Narrations
Record Timings and Narrations

Preview Timings and Narrations

Accept the default options.

Keep going...

File ->Export->Create a Video

é

D i g

iier

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

ﬂ Get help burning your slide show video to DVD or uploading it to the web

Computer & HD Displa
3 plays

For viewing on a computer monitor, prajector, or high definition display (Large — 1280 x 720}
E’n Use Recorded Timings and Marrations

) Slides that do not have timings will use the default duration set below. Any recorded laser poin

Seconds spent on each slides | 05,00 -
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Th::: File ->Export->Create a Video->Create a Video
e Q Fa LD T —— *
Create a Video ﬁ‘ i ‘:':n'l it m:w TRAMETOML AMMATOAS O oW um.n-> W ; - st oty I
7. Try it: Create a Video P s | 2 gz 3 7 8 8 = o 02 e
On the previous page we began the steps here: R P — g = fiomesy
Go to File ->Export->Create a Video. 7

e |
i
[ o—

Now, please click on: Create a Video

t [ ¢ Ui + Dorwmenn:

What Do You See? You will be asked to:

Browse to your Documents folder. :
Enter the File Name: The Teddy Bear's Picnic.

Save as type: MPEG-4 Video (*.mp4).

Click Save.

Fim vy Tt Wbty e 4 Pt gl

e Bt PTG e g

Ll

Trust, but Verify: Go to the Documents folder and

find the Picnic Video,mp4: When you open the .mp4
file, the PowerPoint presentation will open in a Media
Player as a video.

Keep going...there's more! T @ » Libraries » Documents »

Fil The Teddy Bear's Picnic.m
Memo to Self: It may take several minutes to create e name | Y ps

the video from your slide show.

Save astype: | MPEG-4 Video (*.mp4)

il
3
7
L
)
3
&

Picnic.mp4d

The Teddy Bear's
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Package a Presentation for CD
Say you needed to send a CD with all of your
materials to the conference team. You can use
PowerPoint to Package the CD.

8. Try it: Package Presentation for CD
Go to File ->Export.

Click on: Package Presentation for CD.
Name the CD: PicnicCD.

What Do You See? You can Add or Remove files

that you want to include on this CD. You can add
spreadsheets, handouts, and PDF documents if
you wish.

Try This, Too: Copy to Folder
Click Copy to Folder.

Enter the Folder name: PicnicCD.
Browse to your Documents folder.
Click OK.

Trust, but Verify: Go to the Picnic CD folder. You
should see your PowerPoint presentation, an
AUTORUN document and a yellow folder called
PresentationPackage.

File ->Export->Package Presentation for CD

FES 09 T Ty By Pk g P
I

X Gl

Copy a set of presentation to a folder on your computer orto a CD.

Name the CD: | PicnicCD \
Files to be copied
" The Teddy Bear's Picnic.ppsx

-

L

| Copy to Folder... | ’ Copy to CD

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

Folder name: |PicnicCD

| ChUsers\eBeth\Documents',

Location:

Open folder when complete
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Package for CD Options

The information in your presentation may be
confidential. You can enhance the security and
privacy of your work in case the CD is lost.

9. Try it: Review the CD Package Options
Go to File ->Export.

Click on: Package Presentation for CD.
Click on Options.

What Do You See? Linked Files and Embedded
TrueType fonts are Included in the CD Package by
default.

Try This, Too: Enhance Security and Privacy
Enter a Password to open or modify each
presentation and click OK. You will be prompted to
type each password again to confirm.

Done and done. That completes our review of the
different File Types.

File ->Export->Package Presentation for CD

®u 8T e ————
B o snin oeea TRuanoW aealon ROIBOW  Ewe  vew
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I oits bty bl ey
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T Ermiar b rappests o Ry e

L

Include these files

[These files will not display in the Files to be copied list)
Linked files
Embedded TrueType fonts

Enhance security and privacy

Password to open each presentation: | |

Password to modify each presentation: | |

|:| Inspect presentation for inappropriate or private information

| ok || cancal |

Exam 77-422: Microsoft PowerPoint 2013
1.0 Create and Manage Presentations
1.4 Configure Presentations to Print or Save: Export (Create a Video)

Advanced Microsoft PowerPoint 2013 Page 274 of 291




E T
r;,::: Insert ->Media->Video->Video on my PC
:} Before You Send: I R e S e = I
. M PR el e A = Bl | obt | 8t bt - o B b
Compress the Media bl ol = - G et A | S
Say your presentation includes a video clip . ' ' : i 1
that sings the Teddy Bear Picnic song. What | ‘1 i
steps should you take before you send your ' f— j]
show by E-mail or publish it online?
The Teddy Bear's Plcniel ‘
Here are the steps to add a video. Then, we -4 LThe Teddy Bear's Picniel
will look at the options. You can download the ] '
Teddy Bears Picnic 1932 video from the

sample files if you wish.

L

4 » max =

| 3 5

1. Try it: Insert a Video

The sample presentation is still open.
Slide 1 is selected.

Go to Insert ->Media->Video.

Click on Video on my PC.

Browse to the Documents folder.
Select: Teddy Bears Picnic 1932.MP4

U g Bann Bl i & o remristion v & meakoiks b Brmasicas srevevar ke Sbdar et e i AT sasd i widad bu

Bear’s;l.;Picnicﬂ

What Do You See? The video will be
displayed in a little media player. The Video
Tools should be available.

OK, keep going...

e ’ 4 b 00:0000 3
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Compress Media Quality
2. Try it: Compress Media
Go to File ->Info-> Compress Media.

What Do You See? There are three levels:

Presentation
Internet Quality
Low Quality

The compromise is between Performance
(High Quality, larger file) and Size (Low
Quality, small file). The example on this page

is 2.95 MB.

What Else Do You See? You can Undo the
compression if you don't like the results.

Keep going...

File ->Info-> Compress Media

e ———— e
T Fetatea [ates
E}f Media Size and Performance
Save disk space and improve playback performance by
Compress files. Compression might affect media quality.
Media - Media files in this presentation are 3.8 ME.

X ) erformance
Presentation Quality

Save space while maintaining overall
audio and video quality.
¢ Internet Quality

&, Cuality will be comparable to media
which is streamed owver the Internet.

people can make to this

* Low Quality
., Usewhen space is limited, such as
when sending presentations via e-mail.
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Share by E-mail —
Send Using E-mail can convert your T Everyone gets a PDF attachment
presentation into a PDF or XPS copy and o dF i . 3
attach it to an E-mail message if you wish. oL Preserves layout, formatting, fonts, and imag
Send as Content can't be easily changed
3. Try it: Share Using E-mail PDF
Go to File ->Share->Email.
Click on Send as PDF.
What Do You See? PowerPoint will attach the |.|}_|.__L3] Fueyeine ets an {ESattachmen
PDF to an E-mail message. [Eid) Preserves layout, formatting, fonts, and images
Fill in the blanks: Send as XPS Content can't be easily changed
Send it to yourself. (Enter your own E-mail.)
Click Send. From - ebeth@commalms.com
. . =1
A new message with a PDF file attached To... Clair Dicksan:
should arrive in your Inbox. Send
Please return to PowerPoint. ce
Keep going... In Subject The Teddy Bear's Picnic.pptx
Attached T The Teddy Bear's Picnic.pdf (2 MB)
Hello Clair,

Could you please proof this handout for errors?
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File ->Share->Invite People

Share Online

More companies are working in the "cloud."
PowerPoint has options for sharing online:
Invite People (Save to SkyDrive).

Present Online (Microsoft Lync).

Publish Slides (SharePoint site).

Share

85 evte Pecple

fiT

Save to Present Online and Publish Slides
are used to share work through a corporate
server. A SharePoint server has excellent
library functions: for example document check
in and check out for version control.

If you do not have a corporate server, you can
save your presentation online in a free
SkyDrive. SkyDrive uses a Windows Live ID to
login. You can also use your Office 365
account if you wish. Here are the steps.

Invite People

4. Try it: Invite People | ¢ TR
Go to File ->Share->Invite People. . .
Click on Save to Cloud. Step 1: Save your document to a OneDrive location

Step 2: Share your document. We'll do this after you've finished saving.

H

Save To
Cloud

Keep going...
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Threq File ->Share->Invite People

Save Online to OneDrive .

5. Try it: Working with Online Files Save As
When you Save to the OneDrive, you will = - & Elizabeth Nofs's OneDrive 5
see your Files and Folders "in the Cloud."

_
4
3

Recent Fobders

] Compuner ® | hgatrth Nofu's Dnelewr

The beauty of using OneDrive is ease of
access. You can open your OneDrive from
any Internet Browser.

Sooo...What Do You See? The image on
this page shows what a OneDrive looks
like online. Each file shows the Date
Modified and the name of the person who

modified it. @ * 1 #& » eBeth » OneDrive » v O Search Onelrive e
By default, the OneDrive folders are NOT . -
shared. We are saving this presentation in Organize v New folder == (7]
a private online folder. It is available by ~ » » "
invitation, only. Mame Date modified
[> ﬂ Homegroup .
5. Try it: Save to a OneDrive @ Documents 41220141117 Al
To upload your presentation, please select . ey i
a OneDrive Folder and click Save. 48 Computer @: Office 2010 3/23/2013 224 PN
2 Toshiba () @ Office Live Docurnents 3/25/2013 2:24 PN
i & oshiba (L
Keep going... e @. Pictures 10/27/2013 6:47 Al w
- VoL >
File name: |ThETEdd].r Bear's Picnic 2013.pptx v|
Save as type: | PowerPoint Presentation (*.ppt) W |
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?;,,.88 File ->Share->Invite People

Share: Invite People o —

After the presentation has been saved to a Share
SkyDrive folder you can send invitations to The Teddy Basr's Picnie o

view the show. The E-mail can include a et .y e M — P
personal note as well. 1

6. Try it: Invite Someone
Go to File ->Share->Invite People.

-
o ime Poople P ————
D Get s Shariag Link

Pt 0 Sl Wetmoais.

What Do You See? You will be prompted
to add an E-mail address to the invitation.
Please enter your own E-mail, NOT the
sample address in this image.

Click Share. nvite People

Keep going... Type names or e-mail addresses

’ | dair@commalms.com

Memo to Self: You can require a user,
your invited guest, to sign in before

accessing the presentation, ...but why?

Hello Clair,

Can you please review this presentation?
Thanks, eBeth

L] Require user to sign in before accessing document.
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File ->Share> Present Online

:’ Share: Present Online

In PowerPoint, you can invite people to watch your
show online through Microsoft Lync. Microsoft Lync
is an interactive CHAT room that supports video,
voice, and real time collaboration.

Microsoft Lync uses an Exchange Server to invite
participants and support the various options. So, GO Geta Sharing Link
Lync is often used in large corporations or
departments. Microsoft Lync is also available as
part of Office 365.

Microsoft Lync lets you share what ever you need: 4 Provent Criing
Desktop
Program
PowerPoint
Whiteboard

Feur every Baar that ever thaty wiat will gatier

thare for certain

You can take a poll or set up a Q&A session, too.

7. Try it: Present Online Present Online
Go to File ->Share-> Present Online.
Click Present Online. -
m Microsoft Lync
Keep going... Present the slide show to Lync attendees
Memo to Self: If you do NOT have Microsoft Lync, Present in a Lync Meeting or conversation
you do not have to complete this step. Provides the full slide show experience in Lync including animations, audio, and multimedia

Attendees can annotate and interact with the slide show

Exam 77-422: Microsoft PowerPoint 2013
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r,,f"” Example of a PowerPoint Presentation in Microsoft Lync
Bg
ﬂ- (=] I Tt Tachy o' a2t - PPy W b
Share: Lync Meeting -:A':_:L“ﬂ_;mm AT, RONMON RS VW R R
8. Try It: Review the Presentation in Lync il P Y S—

. . . Tobr
When someone invites you to share a PowerPoint = e

presentation, you will be asked to Accept the —
sharing request. Everyone who accepts can join [rovedl ‘Law

"L e

the Conversation.

The Presenter has several tools available to her in
this meeting including:
Messaging
Speaker/Phone

Video

Present

ey love to play and shout

Participants

On the right side is the Presentation. Our
PowerPoint show uses all of the recordings, timing
animations and transitions. You can choose to see
the Thumbnail (little slide images) or the Notes.

The presentation is done. The participants Hang il 1:47:34
up when they leave the meeting.
Keep going... FARTICIPANTS
Memo to Self: If you do NOT have Microsoft Lync,
you do not have to complete this step. Presenters (2)
B Clair Dickson

B Hizabeth Nofs
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hreg File ->Share->Get a Sharing Link

Share with a Sharing Link

A Sharing Link lets you publish a file online to
your SkyDrive and make it available by a
hyperlink. Anyone who has the link can open
the shared file: They do not need to be invited
to a meeting through Lync.

R R ChmaCt T L O U ) e SN PR A S, 9

[ e o D TP N I LR PP L PRIV, R [

g s o ¢ s v e s B £ AL T U pib iy A PRARAEY, st [

9. Try This: Get a Sharing Link

Go to File->Share-> Get a Sharing Link. N
What Do You See? There are two different
links: View or Edit.

Get a Sharing Link

To make a link, click on Create Link. Sharing Links are useful for sharing with large groups of people,

After the link is created, you can copy this link

into an E-mail if you wish. View Link

One more Sharing option we need to review. https://onedrivelive.com/redir?page=view&resid=26CD87A24

Edit Link
https://onedrivelive.com/redir?page=view&resid=26CD87A24

Shared with
Elizabeth Mofs

Chwner

R

5.3 Protect and Share Presentations: Share (Get a Sharing Link)
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.
?‘;,::: File ->Share->Post to a Social Network
Post to a Social Network . e A
Social Networks, such as Facebook or LinkedIn, Share
are excellent for sharing your presentation. The Taddy Bear's Pies Pot 1 Metwerks
Before You Begin: The first time you use this e LE
option you will be prompted to add a Social Jr— e

Hoart: P ik v,

Network. The steps are straightforward: Follow the
prompts and fill in your E-mail address

i S P I S S S ———
O Geta Sharag Lisk

n Facebook

Canview -

Hello Facebook friends,

Once Microsoft Office is connected to a Social
Network, the sharing options are simple.

Try it: Post to a Social Network
The PowerPoint presentation is open.
Go to File ->Share-> Post to Social Network.

There are two options: Can edit and Can view.
Type a message if you wish.

Click Post. Here is a great story about the Teddy Bear's Picnic. You are as old as me if you remember the song!

That will do. Now it's live, online. EEEthl

Memo to Self: If you do NOT have an account in
Facebook or LinkedIn, you do not have to
complete this step.

Exam 77-422: Microsoft PowerPoint 2013
5.0 Manage Multiple Presentations
5.3 Protect and Share Presentations: Share (Post to a Social Network)
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Save Save Save

This discussion began by looking at sharing your
presentation in print. We practiced saving a Slide
Show in as many formats as possible: as a
presentation, an outline, a show, or a picture file.

The Export options included other formats such as
OpenDocument Presentation, Adobe PDF and
Microsoft XPS. We also looked at various
methods for saving a presentation online.

Well, you done good. You get the cookie.

The Computer Mama Sez: | hope you liked
creating these presentations as much as we
enjoyed writing the courses!

------

L

ﬁ Conwversation (2 Participants)

all 1:47:34

PARTICIPANTS

Presenters (2)

B Clair Dickson

B Elizabeth Nofs

Advanced Microsoft PowerPoint 2013 Page 285 of 291



Practice Activities

Lesson 8: PowerPoint Live!
Before You Begin: Start Microsoft PowerPoint 2010.

Try This: Do the following steps

1. Open a new blank PowerPoint presentation.

2. Use the outline Ways to Save Money Outline to add new slides to the presentation. Delete any blank
slides.

. Go to the Title slide and add the title Ways to Save Money. Add the Subtitle Rainy Day Saving Co.

. Apply the Theme Austin.

. Insert a money or saving related picture to each slide. Apply Picture Styles of your choice.

. Add animation to each picture.

. Add slide transitions to each slide.

. Add the following Speaker Notes to Slide 2:

. Bring your lunch

. Switch to a cheaper coffee order

. Watch movies you, your friends, or the library has available

. Find free events in the community

9. View the Notes Master. Add the company name Rainy Day Savings in the Footer.

10. Edit the Master Text Styles under the slide on the Notes Master to be a green, Times New Roman font,
and 14 point.

11. Create handouts in Microsoft Word. Choose Blank lines next to the slides. Save the Word document as
Advanced PowerPoint Practice 7 Handouts.

12. Return to PowerPoint. Save the PowerPoint Presentation as a PDF. Name it Ways to Save Money.

13. Also, save the PowerPoint presentation as a PowerPoint Slide Show (.ppsx). Save it as Ways to Save
Money Slide Show.

14. Go to the Title slide. Use the Change File: Image File Type to save just the current slide as JPEG image.
Save the file as Title Slide.

15. Review the different versions of your file to compare them.

OO0 TV oO~NOOhW

Advanced Microsoft PowerPoint 2013 Page 286 of 291



Test Yourself

1. Which is true about Speaker Notes?
(Give all correct answers.)

a. Added using the Notes pane beneath
the slide

b. Notes can be printed as a handout for
the audience

c. Speaker Notes can include hyperlinks
Tip: Advanced PowerPoint, page 251

2. Which are the options for the number of
slides on a handout page?

(Give all correct answers.)

a. 1

b. 2

c.3
d.6
e.9
Tip: Advanced PowerPoint, page 256
3. PowerPoint can save a file as a PDF.
a. True

b. False
Tip: Advanced PowerPoint, page 262

4. Which PowerPoint file format opens only
a slide show?

a. PowerPoint Presentation (.pptx)

b. PowerPoint Show (.ppsx)

c. PowerPoint Template (.potx)

Tip: Advanced PowerPoint, page 268

5. Which is the command to make one or 9. You can Post a PowerPoint Presentation to

all slides into a picture?

a. File-> Export->Change File Type LinkedIn.
b. Save As-> JPEG Image format a. True
c. Slide Show-> Save as Picture b. False

Tip: Advanced PowerPoint, page 270

6. Which is true about video compression?
(Give all correct answers.)

a. High quality means larger file size

b. Lower quality means smaller file size
Tip: Advanced PowerPoint, page 276

7. Which is a free public service for users
of PowerPoint that allows anyone with a
link to view your slide show?

a. Sky Drive

b. Share Point

c. A Sharing Link

Tip: Advanced PowerPoint, page 283

8. Which is true about sending a Sharing
Link? (Give all correct answers.)

a. The link can be View, only.

b. The link can enable to edit the
PowerPoint presentation

c. The link needs to be copied into an
email

Tip: Advanced PowerPoint, page 283
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a Social Network such a Facebook or

Tip: Advanced PowerPoint, page 284

Boys and Bears: two grandsons
posing for pictures under the 10 foot
bear at the Chelsea Teddy Bear Co.
The 12 year old thinks the big grizzly

bear is totally cool.
The 2 year old-not so much.





