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Extreme Sports
Working with Images
® |nserting Online Pictures
® Cropping a Picture

m Aligning Pictures

Extreme Sports 2
Enhancing Images

m Using Picture Styles
® Applying Picture Borders
® Applying Picture Effects

The Meaning of Colors
Formatting Tables

® Using Headers and Footers

® Changing Slide Layout

® Using WordArt

® |nserting a Table

® Formatting a Table

Traveling Abroad
Changing Picture Effects

m Using Artistic Effects

® Using SmartArt

® |nserting a Hyperlink

Unit 3 Assessments |

Performance and Written Assessments are located on
the Instructor’s Resource CD.

Unit 3

Enhancing
Slide Elements




Lesson 3.1
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Unit 3: Enhancing Slide Elements ,
New Skills:

EXt reme Sports = Inserting Online Pictures

m Cropping a Picture

Working with Images ® Aligning Pictures

Lesson Overview:

When it comes to sports, the word "extreme” takes athletics to a whole new
level. From bungee jumping to lava surfing, participants who take part in
extreme sports live for the adrenaline rush.

PowerPoint contains a variety of powerful tools that allow users to illustrate slide
content with images. In this lesson, you are introduced to using PowerPoint’s
Online Picture feature.

Tools & Terms You'll Use:

-
Review the following tools and terms that you will practice in this lesson. You may be required to take a written -
assessment test after completing this unit. p
- . - A
Online Pictures: Align:
. I‘"g“ Use this icon to find and insert images from Use the drop-down menu to change the placement of —~
piums  ONline sources. one or more images by aligning them in relation to the -
slide page margins or to each other.
= -
[2 Align~
7|  Crop: SR -
ol Use this icon to crop your image to remove & Align Left
m any unwanted areas. &  Align Center -~
| 51 Align Right -~
| *  Align Top -
o} Align Middle
-
| o+  Align Bottom
0f}e Distribute Horizontally
1 & Distribute Vertically ~
| v Alignto Slide -~
[ Aignaeee jects -~
—_—
_—
—
-
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Working with Images

O

el

ﬂ HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

Lesson 3.1

VIEW

D EH D 4 B

=l P - Prary i
~Hold et BOEM & X
#zw  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor Hyperlink Action Comment  Text Header WordArt Date &  Slide
Siug v Pictures - Album ~ > Office - Box & Footer - Time Numbe
Tables Images Hllustrations Apps Links Comments Text

)23 )3)3)3)3)>)) ) )

)

DODDDDHLDDDHDD DDA

)
)

) () )

:

Instructions

1. Launch PowerPoint 2013.
2. From the PowerPoint Start screen, select Blank Presentation.
3. Save the file as 3.1 Extreme Sports in your My PowerPoint Projects folder.
4. Insert 5 new slides, applying the slide layouts as indicated in Figure 1.
Using Figure 1 as a guide, format each slide as indicated below. Unless otherwise
noted, use the default font and size provided with each slide.
SLIDE 1:
5. Key the title and subtitle, and do the following:

a. Bold the title and subtitle

b. Change the font size of the title to 60

c. Change the font size of the subtitle to 40

SLIDE 2:
6. Key the title and text, and do the following:
a. Center align the title
b. Remove the bullet and center align the content text box

¢. Resize and position the content text box as shown in Figure 1, Slide 2

From the INSERT tab, Images group, do the following:

Online
Pictures

b. Using either of the online search options (you may need to check with
your instructor), search and insert three different Online Pictures of
snowboarding, surfing, and BMX racing (as shown below)

a. Click on the Online Pictures icon

& Note: Images may vary.
Insert Pictures

u Office.com Clip Art

ty-free photos and illustrations

[@] BingImage Search

A®]  ceachih b snowboarding
— earch the we

c. Position the images next to each other in the center of the slide as shown in
Figure 1, Slide 2

Unit 3: Enhancing Slide Elements
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Lesson 3.1 Working with Images
’ e [t
BH SO - PICTURE TOOLS
m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
.— % il e D‘ 9 = = = = . - == 3
EE Corrections = = g - L# Picture Border .1 Bring Forward [z Align @# & Height: 6"
= [s] Color~ -FZ; T W B B L? Picture Effects ~ 0 Send Backward ~ £ Group S

Remove
Background (3] Artistic Effects~ 0 ~

A

7 BL Picture Layout~  5i; Selection Pane “h Rotate - v

Picture Styles r Arrange Size

Crop = width: 10"

)

BN & oign- |
| [B Align Left
& Align Center
| S| Align Right
oipt  Align Top
I} Align Middle

| olv  Align Bottom

élH]-I:I Distribute Horizontally :

| & Distribute Vertically
Align to Slide

v Align Selected Objects

50 Learn-by-Doing: Microsoft PowerPoint 2013
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8. To make the images consistent in size, format each image as follows:

a. Select the first image

Bl From the PICTURE TOOLS, FORMAT ribbon, Size group,
click the Crop icon -

Click and drag the Cropping Handles so that the image is resized to the
approximate size as shown in Figure 1, Slide 2

d. Crop the remaining two images (if necessary) so that all three images are
approximately the same size

9. While holding the Shift key, click on all three images and from the PICTURE
TOOLS, FORMAT tab, Arrange group, do the following:

H Click the Align drop-down menu and choose Align Middle, then click the
Align drop-down menu again and choose Distribute Horizontally
SLIDES 3-6:
10. Key the title and text, and do the following:
a. Bold the title, change the font size to 48 and the font color to red
11. To insert an image on each slide, do the following:
H In the right-hand content placeholder, click the Online Pictures icon
b. Insert an image that best illustrates the sport for each slide

¢. Resize (and crop if necessary) each image so that they are approximately
the same size and proportion

12. Proofread your presentation for accuracy and format, then resave the file.

13. Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.
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Working with Images

Lesson 3.1

Figure 1

Extreme Adrenaline Rush
Extreme Sports at a Whole New Level

We often think of Snowboarding, Surfing, or
BMX Racing as Extreme Sports:

But these next sports take the extreme to a whole new level...

Slide 1 Layout: Title Slide

Slide 2 Layout: Title and Content

Free Solo

* Rock climbing with
no safety ropes

* Entire weight
supported with just
fingertips and toes

* No mistakes, or else!

Base Jumping

= Jump from a cliff,
bridge, tall building,
antenna or similar
structure

= Parachute used for
safe landing

* Bad outcome if
parachute fails!

Slide 3 Layout: Two Content

Slide 4 Layout: Two Content

Lava Surfing
* Definitely a HOT
sport

* Slide down active
volcano on a
reinforced plywood
board

* Riders wear heat
resistant material

* Don't fall or touch!

Highlining

« High wire NOT
stabilized and tight

* No balancing pole

* No safety net

* Long way down!

Slide 5 Layout: Two Content

Slide 6 Layout: Two Content




Lesson 3.2

Unit 3: Enhancing Slide Elements :
New Skills:

EXt reme Sports 2 m Using Picture Styles

® Applying Picture Borders
Enhancing Images ®m Applying Picture Effects

Lesson Overview:

In this lesson, you will recall the previously created slide show on
Extreme Sports. The images that you selected for your presentation will
be enhanced by using PowerPoint's Picture Styles, Picture Borders and
Picture Effects.

Tools & Terms You'll Use:

Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.

-
Picture Styles: Picture Border:
Use the drop-down menu to preview and select Use the drop-down menu to select the color, width,
pre-defined styles that make it easy to change the and line style for your image.

look of the images being used in your presentation.

E Picture Border -

Picture Effects:

Use the drop-down menu to apply visual effects
to images, such as shadows, glows, reflections,
or 3-D styling.

P Picture Effects ~

52 Learn-by-Doing: Microsoft PowerPoint 2013

e R EEEEEIEIEIEIEIE I A AR RIS A




- Enhancing Images Lesson 3.2

R H S 0 = PICTURE TOOLS
m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT X
i T~ T = # pi , i - B Ahans P .
i‘i;! Corrections JZL e/ g\ g | = Picture Border .1 Bring Forward '|¢_ Align i ED Height: |6”
Jt:_:- [&] Color - E‘g ol ool | et |~ | {J Picture Effects~ 0 Send Backward ~ '] Grou ’C o, =l
move == S — T, [ — ) . rop =lwidth: 10"
L..kground 23] Artistic Effects - 4] ~ : ) E‘l—:, Picture Layout~  5[; Selection Pane A Rotate ~ o e Wik [
Adjust Picture Styles & Arrange Size
i e R
Instructions gy
| =@ EEmEEEEE
1. Launch PowerPoint 2013. II Eei
T
. . . . | Standard Colors
2. Open your existing presentation, 3.1 Extreme Sports located in the My lamsesnnnnm
PowerPoint Projects folder. || Mo Outine
&+ More Outline Colers..
B ST

3. Save the file as 3.2 Extreme Sports 2 in your My PowerPoint Projects folder.

Using Figure 1 as a guide, make the following changes to the slides as indicated below.

SLIDE 1:

4, Insert an image of an extreme sport that best complements the content of this

slide. =]

. 5. Resize the image so that it takes up a majority of the slide as shown in Figure 1,
Slide 1. 10a. QPlnureEﬁen-s'L,
6. So that the slide is readable and projects a professional image, adjust the | 23 preset v
placement and color of the text accordingly. | == shadow > |
_;::L_ Reflection »
SLIDE 2: |
i E Glow r
7. Group the images. P =
it tfdges Mo Soft Edges
| =
8. Select the grouped images. — =
== Bevel ' - "
E From the PICTURE TOOLS, FORMAT tab, Picture Styles group, do the following: P 5.0 Rotstion »
.“~ = -l 25 Point
a. Select the Reflected Rounded Rectangle option
p— 5Paint
m From the Picture Border drop-down menu, choose red and change the : .
border weight to 1 pt. | - 7
SLIDES 3-6: -_‘ " .
10. Select each image and do the following: Soft Edges Options

H From the PICTURE TOOLS, FORMAT tab, Picture Styles group, click the
Picture Effects drop-down menu and select the 25 Point option from the
Soft Edges effect

11. Proofread your presentation for accuracy and format, then resave the file.

12. Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.

Unit 3: Enhancing Slide Elements 53
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-
Lesson 3.2 Enhancing Images -~
-
-
Figure 1 A~
== o,
-
We often think of Snowboarding, Surfing, or -~
BMX Racing as Extreme Sports:
-
b
-
-
-
Extreme SpOftS ata Whole New I.EVEI But these next sports take the extreme to a whole new level... =
—
Slide 1 | Slide 2
-
-
-~
§ -
Free Solo Base Jumping
* Rock climbing with * Jump from a cliff, -~
no safety ropes bridge, tall building, =
« Entire weight antenna or similar *
supported with just structure .
fingertips and toes * Parachute used for
+ No mistakes, or else! safe landing -
* Bad outcome if
parachute fails! -~
-
-
|  [re—p——
: Slide 3 o] | Slide 4 -
-_—
-~
-
A
Lava Surfing Highlining -
+ Definitely a HOT = High wire NOT -
sport stabilized and tight
* Slide down active = No balancing pole -_
V‘?'C?m (:j" "’l § *+ No safety net
rbr;;grgrce Bpee * Long way down! -~
* Riders wear heat -
resistant material
+ Don’t fall or touch! -
P
-
Slide 5 Slide 6
L
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Lesson 3.3

™ Unit 3: Enhancing Slide Elements

New Skills:

T ®
h e M ea n I n Of ® Using Headers and
Footers
m Changing Slide Layout

Colors

Formatting Tables = Inserting a Table

® Formatting a Table

Lesson Overview:

When you wake up in the morning and decide what to wear, not only do you make sure that your
clothes match, you usually pick something that reflects how you feel that day. The colors you choose are
important because they can define your mood and emotions. This theory goes way beyond your outfit
for the day and can be applied to most anything that involves color. Color is symbolism, and it affects

us psychologically. Colors can stimulate or suppress our appetite and they can make us happy, excited,
angry, or sad.

In this lesson, you will use PowerPoint to create a presentation that will help visualize the meaning of colors.
Along with Shapes and Objects, you will learn how to use Headers & Footers, Tables, and WordArt.

)2 D D)3 330021 )) D))

-,
_—
_— I y
Tools & Terms You'll Use:
-~
- Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.
-
- Header & Footer: WordArt:
P D Use this icon to add content to the top 4 Use this drop-down menu to add
and bottom of particular slides or to the graphically styled text to a slide.
~ Header whole presentation, such as name, date WordArt
. & Footer 54 time or slide number. T
_—
-~ Layout - Table:
- Use the drop-down menu to add a
Layout: table to a slide by specifing the number
-~ Use the drop-down menu to change from one slide Table of rows and columns a table will have.
. layout to another. v
——
-
o
-
—
ad—
_—_—
_—

G Unit 3: Enhancing Slide Elements 55
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Lesson 3.3 Formatting Tables

BEHS OT3:s

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

TR e BODH S AN D EDA4ABDS

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperlink Action Comment Text Header WordArt Date &  Slide b

) ) ) )

—

Slide ~ b Pictures ¥ Album - v Office~ Box & Footer v Time Number
Slide Tables Images Illustrations Apps Links Comments Text _—
T R TR e TR T T T e T o e
é ‘
A~
Instructions -
-
1. Launch PowerPoint 2013.
—-_—
2. From the PowerPoint Start screen, select Blank Presentation.
-
3. Save the file as 3.3 The Meaning of Colors in your My PowerPaint Projects folder.
-~
4. Insert 2 new slides, applying the slide layouts as indicated in Figure 1. by
Using Figure 1 as a guide, format each slide as indicated below. Use the default -
font and size provided with each slide. -
SLIDE 1: P
Ty
-
From the INSERT tab, Text group, click the Header & Footericon. | .4
& Footer -
6. In the Header and Footer Dialog Box, do the following: 'a =
a. Click the Date and time box (as shown below) -
b. Click the Update automatically option (as shown below) o
¢. Click the Slide number box (as shown below) oy
d. Click the Footer box then key [Your Name] in the input box provided. Click -
Apply to All (as shown below)
A_—
[ Header and Footer lm-‘
J sige 'Vﬁggsmmuom S " ‘ ~
Include on slide .
Pate and time
& automatically
s?:a:f [~] -~
. -
Fixed
5/6/2014 A—_—
Flide number
Footer A,
7b | Ltayout= B S NN 71 Don't show ontitle glide A=
4 | Office Theme |
| _ -
:g,pply | ApplytoAil |  Cancel
= J -
@ Note: Notice how the date, your name, and slide number appear in the footer =
of the slide.
-
7. Change the slide layout to Title Only as follows: )
-
a. Click on the Slide 1 thumbnail
Y
m From the HOMIE tab, Slides group, click the Slide Layout drop-down menu
and choose the Title Only layout option ~
-_—




Formatting Tables Lesson 3.3

2 )

m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

AR LE a 2OE2n & @ D EBQ 4 BCLE

Alew  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor Hyperlink Action Comment Text Header WordArt Date & Slide

-.de~ v Pictures ~ Album ~ v Office - Box & Footer v Time Numbe
Mes Tables Images INustrations Apps Links Comments Text
e TR e e e, 9 e e

-
- 8. Key the title [The Meaning of], center align and change the font size to 48.
-~ E From the INSERT tab, Text group, do the following:
-~ E Click the WordArt drop-down menu and choose the Gradient Fill - Blue, E A4 |
- Accent 1, Reflection option w“m =
- b. Inside the WordArt text box, key the text [COLORS] A A A A A
- ¢. Change the font size of the text within the WordArt text box to 166 A @ A
~ d. Change the colors of each letter in the WordArt text box as follows: &

i. CtoRed

A

-~ } AAAAA

ii. OtoGreen
A,

iii. LtoBlack
_—

- .
P iv. O toBlue
-_ v. RtoOrange
- vi. StoPurple
-~ 10. Insert a circle (using the oval shape) and change the Shape Height to 1” and the
= Shape Width to 1”.
- 11. Change the Shape Fill of the circle to red and the Shape Outline to No Outline. | G s b
- From the DRAWING TOOLS, FORMAT tab, Shape Styles group, select the Shape [l e
= Effects drop-down menu and choose Tight Reflection, touching from the | (] shadow AR
Reflection Variations option. [ BEERER M "orectn
— .
13. Copy and paste the circle five times. | L) o
—
SoftEdges i
- 14. Position each circle as shown in Figure 1, Slide 1.
| Bevel
o 15. Change the Shape Fill of each circle to the corresponding colors as shown in () *tRotsen »
Figure 1, Slide 1. i
- |
- SLIDE 2:
| O pen
~ 16. Key the title, and do the following: i
~ a. Center align the title and change the font size to 44
LY
- b. Select the text box and drag the center-bottom resize handle down and

-~ position it as shown in Figure 1, Slide 2
- 17. Return to Slide 1. Select and copy each circle on the slide.
_—
_

Unit 3: Enhancing Slide Elements




Lesson 3.3

BEHS 0 F-

FILE HOME INSERT DESIGN

S B Dkl ol B OB

New Table Pictures Online Screenshot Photo
Slide ~ - Pictures - Album ~

Slides  Tables Images

TRANSITIONS

Formatting Tables

ANIMATIONS SLIDE SHOW REVIEW VIEW

A W
3 K T
Shapes SmartArt Chart Appsfor Hyperlink Action Comment
- Office~ Box &Footer -

Illustrations Apps Links Comments Text

HQ 4 8GE

Text Header WordArt Date & Slide
Time Number

m— |

Table

| 2x7 Table

I | O |
| I I
I
-‘ OO0 0000

I O
I I |

[ Insert Table..
[ Draw Table

0000000 §

Doooooooo0|

‘ L_ﬁ; Excel Spreadsheet
|

2 coion [ sjwsouzes]

_Q Shsdiﬁgé E

|| Thame Colors
EEEEEEN
=-||illllll

Standard Colors
Hn EEEERN
Recent Colors

]
No Fill
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18. Return to Slide 2, and paste the circles.

19. Select each circle, and do the following:
a. Change the Shape Height of the circles to 1.5” and the Shape Width to 1.5”

b. Insert text into each circle with the corresponding color name as shown in
Figure 1, Slide 2

¢. For readability, change the Font Color of the text in the Orange and Yellow
circles to black

d. Position the circles as shown in Figure 1, Slide 2

SLIDE 3:

20. Key the title, center align, and change the font size to 72.

21. Toinsert a table with 2 columns and 7 rows, do the following:

a. From the INSERT tab, Tables group, click the Table drop-down menu .

m Click on the upper-right grid corner and drag a 2x7 table grid
c. Move the table under the title as shown in Figure 1, Slide 3
22. Key the text in the table as shown in Figure 1, Slide 3.
23. Select the text in the table and change the font size to 28.
24. Using Figure 1, Slide 3 as a visual guide, format the table as follows:
a. Resize the table to the approximate size on the slide as shown

E Resize the columns to the approximate widths as shown by clicking and
dragging the line that divides the two columns

25. Using Figure 1, Slide 3 as a visual guide, change the color of each row as follows:
a. Highlight the cells in the first row

ﬂ From the TABLE TOOLS, DESIGN tab, Table Styles group, click the Shading
drop-down menu and select black

¢. Continue to highlight each row separately and apply the color to correspond
with the color name in that row

d. Select the entire table and change the Font Color to white

e. For readability, change the Font Color of the text in the Orange and Yellow
rows to black

26. Proofread your presentation for accuracy and format, then resave the file.

27. Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.
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Formatting Tables Lesson 3.3
—-— Figure 1
The Meaning of In this short presentation, we'll explore

. how the colors we choose can affect our
O S moods, personalities, and the overall
S g% environment that surrounds us.

Slide1l | Layout: Title Only | Slide2 | Layout: Title Only

What Colors Symbolize

COLOR MEANINGS
Red \ Determination, Danger, Strength

Growth, Safety, Hope

3> DD DYDY DI V) NELE

)

)

m Trust, Wisdom, Confidence

Purple Nobility, Ambition, Mystery

Yellow Happiness, Freshness, Warmth

Slide3 | Layout: Title Only

Unit 3: Enhancing Slide Elements 59
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Lesson 3.4

Unit 3: Enhancing Slide Elements :
New Skills:

Travel i n g A b roa d m Using Artistic Effects

® Using SmartArt
Changing Picture Effects ® Inserting a Hyperlink

Lesson Qverview:

Assume the following scenario: You are enrolled in a Social Studies course at

your school where you have been studying a unit on the global economy. For
homework, you have been asked to create a PowerPoint presentation that will
teach the class about a foreign country. You have selected Ireland for your country.

In this lesson, you will learn how to enhance slides by using PowerPoint's Picture
Effects and SmartArt features. You will also be introduced to PowerPoint’s Hyperlink
tool, which allows users to link to the Internet from a slide.

Tools & Terms You'll Use:

Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.

i Artistic Effects: Smart Art:
i.g Use the drop-down menu to Use this icon to add pre-formatted
sl preview and apply various artistic graphics that display different
Artistic styles to an image. SmartArt combinations of text, graphics,
Effects - and images used to communicate
information in a more visual manner.
s Hyperlink:
w =) Use this icon to add links in your
("Q presentation to web pages or other
Hyperlink  oyternal files.

60 Learn-by-Doing: Microsoft PowerPoint 2013
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~ Changing Picture Effects Lesson 3.4

-~
BH S O - PICTURE TOOLS
h’ HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT g f
x:; Corrections~ [ g g e | L# picture Border~ "y Bring Forward ~ |Z Align~ @ 1] Heighe ~a
i [&d] Color~ E"'g ol _omdll _esl ~| (¥ Picture Effects~ 01 Send Backward ~ '] Group - =
Bamove o = T & o C . “A Crop £ width: 10"
Ba_.ground =2 Artistic Effects ~ "l - Tz Picture Layout~ gl Selection Pane Rotate ~ -
A~ Adjust Picture Styles M Arrange Size
A é
-_—
~ Instructions
A,
1. Launch PowerPoint 2013.
-~
. 2. From the PowerPoint Start screen, select Blank Presentation.
= 3. Save the file as 3.4 Traveling Abroad in your My PowerPoint Projects folder.
oy 4. Insert 5 new slides, applying the slide layouts as indicated in Figure 1.
- Using Figure 1 as a guide, format each slide as indicated below. Use the default font
- provided with each slide.
A -
@ Note: Images for this lesson may vary from those shown in Figure 1.
F_Y
- SLIDE 1:
-
- 5. Key the title and subtitle, and do the following:
-~ a. Bold the title and change the font size to 96, and the font color to green
~ b. Change the font size of the subtitle to 54
_—
6. Insert an image of a four-leaf clover.
_—
From the PICTURE TOOLS, FORMAT tab, Adjust group, do the following:
_
- H Click the Artistic Effects drop-down menu, then choose the Cutout option . s =
— 8. Position and resize the image so that it is the approximate size and proportion P E l % #
as shown in Figure 1, Slide 1. * “ -
i g | R & l(
~  SLIDE2: A REER
-~ 9. Delete the content placeholder on the right side of the slide. x * a % & :
~ 10. Key the title and text, and do the following: | :
_—
a. Change the Shape Fill of the title text box to the color green | Trete Efects Options.
pot s
b. Center align the title, change the font size to 72 and the font color to white
_—
- c. Change the font size of the bulleted list to 40
= 11. Insert two to three images that will help enhance the content of this slide.
-
_—
—
_—
_—

Unit 3: Enhancing Slide Elements



Lesson 3.4 Changing Picture Effects

BHS OB+
m HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

B dd e @BORPM S @ U 00 4R

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperlink Action Comment Text Header WordArt Date & Slide ahbj

)
)22 3 )

N

Slide ~ d Pictures v Album ~ v Office~ Box & Footer v Time Numbe:
Slides Tables Images Ilustrations Apps Links Comments Text

SLIDE 3:
12. Key the title, and do the following:
a. Change the Shape Fill of the title text box to the color green

b. Center align the title, change the font size to 72 and the font color to white

From the INSERT tab, Illustrations group, click the SmartArt icon and PE
do the following: SmartArt

a. Inthe Choose a SmartArt Graphic Dialog Box, click Picture, then choose
Bending Picture Caption, and click OK (as shown below)

-
Choose a SmartArt Graphic ? =

List

Process

1§ &

Cycle

o
=

m

Hierarchy

Relationship

Matrix

Dursmid

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

@ EI\p b @ 5o

Utnice.com

‘ {___Can(el | i

— - = = e 4

- |
|

.

14. To add content to the SmartArt Graphic placeholders, do the following:

a. Click on the left-hand text placeholder and key [Cities] as shown in Figure 1,
Slide 3

b. Click on the left-hand image placeholder and insert an image of a
city in Ireland, such as Dublin o

c. Click on the right-hand text placeholder and key [Countryside] as shown

d. Click on the right-hand image placeholder and insert an image of the Irish
countryside (or an appropriate image for the content of this slide)

Learn-by-Doing: Microsoft PowerPoint 2013
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- Changing Picture Effects Lesson 3.4
-

n:’ I HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

o | D Pran " - —
-~ - g - = | A: O3 ;

- D - l_—~‘§~ &+ = F = 1l “ =N { [ J D A F =
@mew  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor Hyperlink Action Comment Text Header WordArt Date & Slide Obje
Sude ~ > Pictures b4 Album ~ * Office~ Box & Footer * Time Number

fes Tables Images Hllustrations Apps Links Comments Text

SLIDES 4-5:

15. Delete the content placeholder on the right side of each slide.

16. Key the title and text, and do the following:
a. Change the Shape Fill of the title text box to the color green
b. Center align the title, change the font size to 72 and the font color to white
c. Change the font size of the bulleted list to 40

17. Insert two to three images that will help illustrate the content of each slide.

SLIDE 6:
18. Key the title, and do the following:
a. Change the Shape Fill of the title text box to the color green

)

b. Center align the title, change the font size to 72 and the font color to white

19. Delete the bullet, and key the text in the content placeholder on the left side of
the slide.

20. Delete the content placeholder on the right side of the slide, then insert two
images that will help illustrate the content of the slide.

Select the text [www.ireland.com], and from the INSERT tab, Links group, do
the following:

&

a. Click the Hyperlink icon Hyprink

b. Inthe Insert Hyperlink dialog box, enter [http://www.ireland.com] in the
address box, and click OK (as shown below)
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22. Proofread your presentation for accuracy and format, then resave the file.

23. Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.

Unit 3: Enhancing Slide Elements
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