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<> Editing the Slide Master

PowerPoint templates provide you with a choice of standard presentation formats that can be
used for as many different presentations as required. If, however, you would like to
customise the layout of the slides in a particular presentation, by incorporating your company
name on each slide, for example, you can do so by editing the Slide Master. Changes made
to the Slide Master affect only the presentation that is edited.

Any object that is to appear on every slide in a presentation is specified on the Slide Master.
The format to be applied to any text object(s) on the slides is also specified here. Therefore,
if you want to add an object such as your company name to every slide, you would add it to
the Slide Master. Likewise, if you wanted to change the format of the slide titles, applying
the changes to the Slide Master would mean that you'd only have to do it once.

However, you should note that if you format text on an individual slide, it would no longer
follow the Slide Master that it's based on, and as such would not be affected by changes made
to the Slide Master. A typical Slide Master looks like this:

Click to edit Master text styles

— Second level

* Third level
— Fourth lewel
# Fifth level

You can edit the Slide Master at any time. Just select the View, Master, Slide Master menu
option and format the master slide like any other.

Note: If you apply a different template to your presentation after you have made changes to
the Slide Master, the changes, including any background items you have added, will be lost (a
background item is any object on the Slide Master other than the title and text placeholder).
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@ Colour Schemes

The colour scheme originally applied to the slides in your presentation will depend on the
template you've used. You can elect to apply a different colour scheme either to all the slides
or just to individual slides. This would allow you to use different colour schemes for
different sections of your presentation.

To Change the Colour Scheme

1. Select the slide that you want to change the colour scheme of.
2. Menu: Select the Format, Slide Color Scheme menu option.
Alternatively, right click on the slide, and then choose the Slide Color Scheme option.

The Color Scheme dialogue box will be displayed. There are two property sheets:
Standard and Custom.

3. From the Standard, select one of the preset colour schemes illustrated by clicking on the
one you want. /..

Color Scheme [ 7 x| |
Standard ||:|_|5|;.;.n-, |

~Color schemes

Prewview

Apply to All
Title
- Eullet Apply
i
Tithe Title
= Bullat = Ballet = Bullet -

Bl |l (S il

Title ] il
- Bullet Tip Far new @
.H:I] users

IJze a light background For
overheads and a dark,

Delete Scheme background Far on-screen
= presentations and 3Smm

slides,
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@ Colour Schemes

../ To Change the Colour Scheme

4. If necessary, click on the Custom tab to display the Custom property sheet. From here
you can define your own choice of colours. Click on the slide element that you want to
change the colour of then click on the Change Color button.

Color Scheme [7]
—Scheme

F Background apply ko All

Text and lines -

Apply

— __apely
[ Titls text
M Fis
W e

. Accent and hyperlink
. Accent and Followed hyperlink

Change Color. ..

Title of Slide
. Bullet bext

Add s Standard|Sehieme

5. Select the new colour from the Standard or Custom property sheets then click on OK.

Colors:

Background Color EH
2K I

#

D%

Mew

Current

e Add as Standard Scheme: Once you've assigned the colours you want for each
element, click on the Add as Standard Scheme button to add the new colour scheme
to those available from the Standard property sheet.

6. Click on the Apply button to apply the new colour scheme to the selected slide only,
otherwise click on the Apply to All button.
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~ Exercise 7-1

1. Create a new blank presentation.

2. Create the following slides:

Traming Objective

= Tohelpyos manage telephone calls ina
more professional and effective manner.

Telephone Call Management

Baszic Principles

Why 1s 1t important 1_:0 imp.rove Other Courses
our telephone handhng skills?

3 = Customer Service
. = Creating an Impression

.— - Handling & Crisis

3. Apply a different colour scheme to the entire presentation.
— Select the Format, Slide Colour Scheme command.
— Select the first slide colour scheme and click the Apply to All button.

~Color schemes

Title i Title

= Buller - = Bullet
Title

= Bullet

o talll
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4. Scroll through the presentation and you'll see the selected colour scheme is applied to all
slides.

5. Following the instructions below, change the Slide Master to make global changes to the
presentation layout.
— Select the View, Master, Slide Master command.
— Change the formatting of the text on the master slide as described below.

Format the heading as Tahoma, 40 point bold
and <elart a deen nrannea enlnnir

Microzoft PowerPoint - [Presentationl]

J Fil= Edit Yiew Insert Format Tools Slide Show Window Help

IDEEa &Y | R Y »-o @EOm 3
JTlmesr'-.IewRu:uman -4 - B I U & H_E = = :E|A a
ElECE o s[5 %

EEl Clase

= Thir ;
Change the font to Arial

= Faudh 2wl
o Fith kvl

Delete the
footer text
boxes

— Once you have made these changes select the View, Normal command to exit the
Slide Master.

6. View the different pages of your presentation and you will see the changes you made to
the master are reflected throughout the presentation.
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@ Slide Backgrounds

You can change the colour of the background or add a shaded background to the slides in
your presentation using the Format, Background menu option.

To Change the Slide Background

1. Select the slide that you want to change the background colour of.
2. Menu: Select the Format, Background menu option.

Alternatively, right click on the slide, and then choose the Background option.

The Background dialogue box will be displayed.

Background 12}
rBackground fill ———————— Apply Eo all
*  Title of Slide fpply
. Bullet text
» ol

[ omit background graphics From master

3. Click on the Background fill drop-down button. /..

Background EHE
rBackground fill ————— Apply ko all
Title: of Slide Epply
— II = Erewievs
i Em—]
Automatic |

OEEEEEED ™

More Colors. ..
Fill Effects...
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@ Slide Background

../ To Change the Slide Background

4. Either choose a colour from those shown in the drop-down list, or select the More Colors
or Fill Effects button.

If you have selected the More Colors button, select your preferred colour then choose
OK.

If you choose Fill Effects, the Fill Effects dialogue box will be displayed

Fill Effects [ 7]

| Texkure I Pattern I Picture |

oK

~Colors

Cancel
€ one coor e

 Twa colors
O Preset

Shadlng St‘y’lES .......................... \‘lanantg
£ Horizontal
 yertical
€ Diagonal up

€ Diagonal down Sample!
' From corner
' From title |

Choose the required effects from the property sheets in this dialogue box then click OK to
return to the Background dialogue box.

5. If you don't want the objects that appear on the Slide Master to be shown, activate the
Omit background graphics from master check box.

6. Click on the Apply to apply the changes to the selected slide only, otherwise click on the
Apply to All button.

Microsoft PowerPoint 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net
7-8



J
~ Exercise 7-1

7. Following the instructions below, change the background colour of all slides to a very dark
navy blue.

— Select the Format, Background command.

— From the Background dialogue box select to choose from More Colours as
illustrated below.

B ackground

~Background Fil apply ko Al
apply

= Bullet bext
Cancel

1

|| [ Aukomatic |

Eresien

| EREE

n rasker

=T

—HONCOEE NN
L

Eill EFfects. .. ! |

— Select a very dark navy blue and then choose OK.
— Select the Apply to All button.

8. Following the instructions below, change the background colour to apply a Fill effect.

— Select the Format, Background command.

— From the colour drop-down select the Fill Effects option. Select the Horizontal
gradient as illustrated below.

=Shading styles =Wariants

& Horizonkal

& Yertical

™ Diagonal up
" Diagonal down
. Fram carner
™ From title

— Select OK and then click the Apply to All button.
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<> Inserting Pictures

In addition to the pictures that PowerPoint provides through its Clip Art gallery, you can use
scanned pictures and pictures created in paint programs such as Microsoft Paint (bitmaps) to
enhance your documents.

To Insert a Picture

1. Position the insertion point in the document where the image is to be shown.

2. Select the Insert, Picture, From File menu option.

Inzerl Hiclues

Lok, i |_| My Pictures j 4= u A E' Texsd -

@ o | 5 ]

‘e Fobdais
RO s of bypes |.I:IIF1-::I.||:-: (® amf* wmf . jpeg . e p-e.‘.:nq:'ﬂ | Coarosl I

3. Display the location of the graphic file in the Look in dialogue box.
4. Select the graphic file and then click Insert.

By default, the picture is embedded in your document, i.e. a copy of the picture is placed
there. You could choose to link the file instead to reduce the size of your document.
However, if you do link the picture, the file it came from must be accessible to users of the
document.

To link the file rather than embed it, click on the drop-down arrow next to the Insert
button and choose Link to File.
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= Exercise 7-1
9. Following the instructions below, insert a picture of the company logo onto the master
page so it appears on all pages.
— Select the View, Master, Slide Master command.

— Select the Insert, Picture, From File command and then select the file called
Calypso.jpg from the PowerPoint 2000 Intro Exercises folder.

Inzert Picture

Look, in: II:l PowerPoint 2000 Intro Exercises j = | @ b4 @ + Tools -

%ﬂlwsn-jpg

File name: || j Inisert TI
Files af bvpe: I.ﬁ.ll Fictures (*.emF;*.me;*.jpg;*.jpeg;*.jFiF;*.jpe;*.png,“j Zancel |

— Click on the Insert button and the logo will be inserted onto the master page.

— Reposition it as shown below.

Click to edit Master title st'-,urleé

.

i= Click to edit Master text styles

—=econd level
= Third lewel

- Faunh lasel
o Fith kil

Position logo here on master page.
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10. Select the View, Normal command to exit from the master page and then scroll through
each page to see the logo now appears on each page of the presentation.
11. Recolour the clipart image on page 3 so it can be seen better against the blue background.

12. Save the presentation as Telephone Call Management and store it in the PowerPoint
2000 Intro Exercises folder.
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<> Creating a Title Master

As you have seen, the Slide Master is used to define the basic layout for all slides in our
presentation. It is also possible to create a Title Master. This master will be used as the
basic layout for all new slides based on the Title layout.

Note: The Title slide layout is the only slide layout that can have its own independent master
page.

To Create a Title Master

Display your slide master page and then select the Insert, Title Master menu option. You
will now find you have both a Slide Master and Title Master slide available from the View,
Master menu as illustrated below.

Microzoft PowerPoint - [Prezentationl]

J Eile Edit | Yiew Insert Format Tools Slide Show  Window  Help

JDGHENDrmaI ®|ﬂvﬁ7%5ﬂﬁ|lgﬁiﬂﬂ3ﬂ%
58] Slid — == > |_

| [T ﬂz;t:srat:;  s[E==c=|K - =y con
J. [=] | #° E slide show

Slide Masker

e Close ||Pa Black and White rm

Slide Miniature Handout Master

Motes Masker

Toolbars
Ruler
GUides

Header and Fooker, ..
2 Eomments

..............................................................

Zoom, ..

Note: From the Master menu you can also customise the Handout Master and Notes
Master. Changes you make to the layout of the Handout Master will affect how handouts
are printed and changes you make to the Notes Master will affect how notes pages are
printed.

Microsoft PowerPoint 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net
7-13



J
~ Exercise 7-1

13. Following the instructions below, create a Title Master slide.

— Select the View, Master, Slide Master command so the master slide layout is
displayed.

— Select the Insert, New Title Master menu option and a new title master slide will be
displayed on screen.

— Make the following changes to the title master:

Resize and position logo here.

Add thick orange line here.

— Select View, Normal to exit from the Title Master page.

14. View the first slide in the presentation and you will see that it now adheres to the new
Title Master layout.

All new slides you create based on the Title slide layout will conform to this new look.
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@ Creating Action Buttons

Action buttons are little graphical buttons that can be clicked on by the user to move to
another slide in a presentation, run a programme or link to a Web page. Action buttons can
be added to any slide or to the master slide if you want the buttons to appear on every slide.

ECIick to edit Master title st'-,rleé

L L L P et

i Click to edit Master text styles
{ —Second level
= Third lewel

— Faurh laezl
a Fith kil

Action buttons. When running the
presentation slideshow, the user can click on
these buttons to move to the next or previous
slide in the presentation or to return to the

To Create an Action Button

1. Display the slide onto which you want to add the action buttons.

2. Select the Slide Show, Action Buttons menu and then choose an image for your action
button. /..

Microzoft PowerPoint - [Telephone Call Management.ppt]
J Fil= Edit “iew Insert Format Tools | Slide Show Window Help

Record Marration. ..

[DBESSY|L =@ Hiewsor /Ao F
JTimesNewRDman r 24 - | B I IﬂehearseTimings — |K A |
J

BE | * %

Clase ﬂ Actjon Buttans

o Hi-
Re- ﬁ i online Broadcast r
Set Up shaow. ..

g 2| 3

ﬂlﬂ] Shian Setbn s . J ﬂ
Preset Animation 3 ﬂ ﬂ ﬂ
e% Cuskom Animation, .. ﬂ L] ﬂ =H

annratian Frewien .
: o Master titl
Slide Transen ..

48]

5

Hide Slide ter text styles

Cuskom Shows, ..
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@ Creating Action Buttons

..l To Create an Action Button

3. Click and drag where you want the action button to appear on the slide. (As though you
were drawing a rectangle.)

When you release the mouse button the following dialogue box will be displayed:

This tab will allow you to

set what you would like to

| happen when the mouse
pointer touches the button.

Action Settings

Maouse Click, | Mouse Cner

= Action on click

i~ Mone

& Hyperlink to:
| Mext Slide

From this drop-down list you can
select that the user displays the next
o Fun program: or previous slide, displays another

|
|
presentation or links to a WEB page,
| BFGIASE L. | amona other options.
& Fun Macko:
E
[
El

% Object action:

[T Flay sound:
I[Nl:u Sound]

—— Use these options to specify what you
would like to happen when the user
clicks the action button.

=

F Highlight click

Cancel |

Activate this check box if you want to attach a
sound affect and then select the sound file name
from the drop-down list below.

4. Once all options have been set, click OK.

Amending Action Button Settings

You can amend the hyperlink settings you have associated with an action button at any time
by right clicking on the action button and then choosing Action Settings from the shortcut
menu.
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= Exercise 7-2

1. Open the presentation called Call Management held in the PowerPoint 2000 Intro
Exercises folder.

2. Following the instructions below, add an action button to the Slide Master.
— Display the slide master by selecting the View, Master, Slide Master.

— Select the [ button from the Action Buttons menu as shown below.

[€] Microsoft PowerPoint - [Telephone Call Management._ppt]

J File Edit Yiew Insert Format Tools | Slide Show Window Help
NEES &% | ¢ =m Hewshow s Ml =) 1=

I Rehearse Timings

- Record Marration, ..

reE BB o online Broadcast 3

Set Up Show. ..

J
JTimes Mew Roman = 24 = | B I
|

BE|=* % &

EE Close F'.I:ti_n:nn Buttons
'-Q"_ﬂ.] SEGiEm Sethngs..
Preset Animation g
ﬁ Cusktom Animation.. O

— 4 T

Click to edit Master title st'-,urleé

M aeeessmssssssssssssmssssssssGmissmsssmsSsmassmEES R e mE e

i= Click to edit Master text styles
i —Second level

= Third lewel
Fiourdh | anad
v [Fillh lewed

Click here...
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~= Exercise 7-2

— When you release the mouse button the following dialogue will be displayed. Notice
the Hyperlink is set to display the next slide in the presentation.

Action 5ettings H |
Mouse Click, | Monse Crwver

Action on click,

' Mone
& Hyperlink to:

|Next Slide

— Select OK to accept this setting.

[

Displays the next slide in the
presentation.

3. Following the same procedure add this 1\ action button onto the master slide and ensure
the Hyperlink to: is set to Previous Slide.

4. Follow the instructions below to add another action button that will display a WEB page
on the internet. (You will only be able to see this work if your computer has a link to the

Internet.)

— Select this |2 button from the Action buttons menu and draw onto the slide as

shown below:

7| |P]

— Select the Hyperlink to radio button and then choose URL... from the drop-down

menu. Type the following into the displayed dialogue box.

Hyperlink To URL |
URL:

Ihttp:,l',l'www.';.fahnn.n:cuml

| (04 I | Cancel |

— Select OK and OK.

5. Run the slide show and try using the action buttons you have created as you progress

through the slide show.
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@ Creating Hyperlinks

So as you have seen, hyperlinks can be attached to action buttons. When setting up your
presentations, it is also possible to attach a hyperlink to any object or text. When a user
clicks on a hyperlink, it can be configured to:

» take them directly to another PowerPoint file or a specific Web page on the
Internet/Intranet

» take them to another page in the presentation
» create a new mail message headed-up with a specific recipient's address
» create a new blank presentation

To Create a Hyperlink

1. Select the text or the object you want to set up as a hyperlink.

Menu: Select the Insert, Hyperlink menu option.

B Click on the | & Hyperlink button shown on the Standard toolbar.
[CTRL] K

The following dialogue box will be displayed. /..

Inzert Hyperlink H |

Link ko Text bo display: |‘|“ah|:u:| Search Engine ScreenTip., .. |

Type the file or Web page name:

Ihttp:,l',l'www.yahnn.cu:um

Or seleck From lisk: Browse for:
hikkpe: | v, hokrnail. com/ - Filz... |
é"‘l R.nlegent http: / frenaney, altavista, comf —
Files hittp: e, lastrninute, co, k)
hikkps ey, expedia,co,uk) —
Flace in This Browsed | http: e, yahoo, oo,k
Document Pages hittpe f ey Freeserve, oo, k)

http:/ fenans, bargainholidays. com)
Inserked | Pttt sy, disnevlandparis, com/

Zancel

E-mail address - I |

Select which type of link you want to create by selecting one of these 4 icons
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@ Creating Hyperlinks

../ To Create a Hyperlink

2. Specify the type of link you want to create by clicking on one of the 4 icons shown in the
link to box.

» Existing File or Web page: If you select this option, enter the web address into the
Type the file or Web page name box, e.g. http://www.lastminute.co.uk

» Place in This Document: If you have selected this option, you will be able to select
from a list of displayed.

» Create New Document: If you select this option, specify the folder path and name
for the new document.

* E-mail Address: If you select this option, enter the e-mail address and subject that
you want to automatically appear in the message header of the e-mail when this
hyperlink is selected.

If you need any additional help, click on the [Z] button shown in the top right corner of
this dialogue box and then click on the option for more information.

3. Once all options have been set, click OK.
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6. View your presentation in Normal view and then advance to display the last slide in the

presentation.

7. Follow the instructions below to create a hyperlink to link to a Web page on the Internet.

— Select the text Yahoo Search Engine and then right click on the selected text.

— Choose Hyperlink from the shortcut menu.
— Complete the hyperlink details as outlined below.

Ensure this button is selected and then...

Inzert Hyperlink

... type this Web address

HE|

Link ko Text bo display: I‘fahcu:u search Engine

ScreenTip. .. |

Type the file or Web page name:

Ihttp:,l',l'www.yahnn.cu:um

=8 Or select from list:

Browse for:

hikkpe f v, biakrnail oo

é"‘l R.nlegent http: / frenaney, altavista, comf
Files hittp: e, lastrninute, co, k)
hikkps ey, expedia,co,uk)
Flace in This Browsed | hibp:) e, yahoo .co.uky
CERLrE: Pages hkkp: | feosey, Freeserve, co.ukf

http:/ fenans, bargainholidays. com)
Inserked | Pttt sy, disnevlandparis, com/

Lirks

=150

Document

=

E-mail Address

o Eilz... |
Web Page...

=) (o]

IR

I | Zancel

— Select OK.

— Click away from the selected text and you will see the text underlined to indicate it is

now a hyperlink.

8. Following the same procedure, create a hyperlink to the AltaVista Search Engine text and

enter the web address as http://www.altavista.com.

9. Run the slide show and try clicking on the AltaVista hyperlink you have set up on the last

page.
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@ Saving a Presentation as a Web Page

If you would like others to be able to view your presentation using an Internet Browser such
as Internet Explorer or Netscape Navigator, you can save it as a Web Page.

Once you have saved your presentation as a Web page you could transfer it to your
company's Intranet or upload it to the Internet for others to access. Once the presentation is
saved as Web pages anyone using an Internet Browser will be able to look at the presentation
without the need for PowerPoint.

Web Page Preview

If you would like to see what your presentation would look like as a series of Web pages, you
can use the File, Web Page Preview command. After a few seconds, your presentation will
be displayed within your Internet Browser application.

i Tizlizpbesnig Call Managemend - Bhicieeel Inbsined E gploie

Fle E&® Wem Faodss Took  Help -
' r h 1.
- .= . @ [ QA D N @S 9 ., =
Shop FAsheth Home  Sesich Favorler Hidoy Ml Fiind Ecl [amas
w-'bl-i"- LTRSS LT E PP o Por™ Tl M ardgaiminl i s Fir j ﬂ‘}l-":'

Talaphans
Call

Management

Training
(bt

Withy Is it
impreve our Telephone Call Management

telephone

handling
sl |17

Basic Principles

Search For
Fusther
[T

Outing x L 4 Eida 1074 pe.]
8| My Compute

Click to expand outline headings to view slide text

[t

Click to display next or Click to view slide show
previous pades full screen

Click to display or hide this Outline frame

This is only a temporary view. To produce your presentation as Web pages, follow the
instructions as outlined on the following pages.
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@ Saving a Presentation as a Web Page

To Save a Presentation as a Web Page

1. Menu: Select the File, Save as Web Page menu option.

2. The following dialogue box will be displayed. Set your required options.

Select where the web page is to be created

Save As

Save in:

o
Y

My Documents

Favorites

Lo}

] Fl:l|_l:|;3r'5

II:l Presentations j = | @ ¥ ~ Tools =

Save a copy and customize its contents Publish, ..

Page title: Telephone Call Management: change Title. ..
[

File name:; ICaII Managernent, hktm

E Savel
Save as bfpe; I'-.-'-.-'el:. Page (*.hkm; *.hkml) j Zancy

UL

Enter your Web page name here. PowerPoint
will append the file extension .htm

Once you have specified all options
required, click on Save.

If you select this Publish option, a second dialogue box will appear with additional options.
From here you can choose to create a Web for all pages in the presentation or only specific
slides. You can also specify which target browser the pages should be composed. For more

information about any of the other options available, click no the Help button shown in the
corner of the dialogue box and then click on the option you want more information about.

3. Once you have set all required options and have clicked Save (or Publish) a folder will be
created containing all the required files to display the presentation within a browser. You
will then see your presentation in a Browser window.

Note: If you plan to move the html presentation to another location, you will also need to
move all the contents of the the associated folder.
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=  Exercise 7-2

10. Select the File, Web Page Preview command so you can see what the currently
workbook would look like if saved as a Web page. (Your Internet Browser may look
different to that illustrated below.)

i Tizlizpbesnig Call Managemend - Bhicieeel Inbsined E gploie
File Edt Vewm Faroeites Took Heip

- . 0= @ [ A D & @D 9 ., =
Shop FAsheth Home  Sesich Favorler Hidoy M Fiind Ecl [amas
w-'bl-i"- LTRSS LT E PP o Por™ Tl M ardgaiminl i s Fir j ﬂ‘}l-":'

Talaphans
Call

Management

Training
(bt

Withy Is it
impreve our Telephone Call Management
telephone

handling
sl |17

Basic Principles

Search For
Fusther
[T

Ouine & € sWlelofld B
£ 8| My Compute ‘
Click to expand outline headings to view slide text ) ) ) ) .
Click to display next or Click to view slide show
previous pades full screen

Click to display or hide this Outline frame

11. Close your Internet Browser window to return to PowerPoint.
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12. Follow the instructions below to save the current worksheet as a Web page.
— Select the File, Save as Web Page command.

— Select the folder called PowerPoint 2000 Intro Exercises from Save in drop-down
list and ensure the file name for the web page is Call Management.htm.

Save As EHE |
Save in: II:l PowerPoint 2000 Intro Exercises j L= | @ }( @ * Tools -

o
L

My Documents

Save a copy and customize its contents Publish, ..

File name: ICaII Management. bk

E Save I
Zancel |

Web Folders

Page title: Telephone Call Management change Title. ..
[
[

Save as type: |weh Page (* htm; *,html)

— Click on the Publish button and the following options will be displayed.
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— From the Browser support options, select the options that will suit the browser that
is currently installed on your system. (If you are unsure just leave as illustrated

below.)

Publizh as Web Page E |

~Puhblish whak?

o Complete presentation

I—E khrough I—E

£ slide number

€ Custom show: I

¥ Display speaker notes

~EBrawser suppork
% Microsoft Internet Explorer 4.0 or later (high fidelity)
7 Microsoft Inkernet Explorer or Metscape Mavigator 3.0 or later

" all browsers listed above (creates larger files)

~Publish a copy as

Page title:  Telephone Call Management

File name: |C:'|,Pu:nwerPn:|int 2000 Inkra ExercisesiiCall Management.|

Change. ..

1

Browse, ..

| Publish || Zancel |

@ | ¥ open published Web page in browser

Ensure this tick box is selected.

— Click on the Publish button.

Select the option most
appropriate for your
system.

After a few seconds you will see this presentation file displayed within your Internet

Browser application.

13. Try viewing the different pages within your presentation and then close the Browser

window.
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14. Click on the Start button and from the Programs menu open the Windows Explorer
program. View the contents of the PowerPoint 2000 Intro Exercises folder and you
will see the Call Management.htm file displayed within this folder.

Folder that was created by PowerPoint to V\Il_elk() pags_ fiIf(_eI prodgced. byllilqwerPoiInt. Double
accompany the Call Management.htm file. click on this file to view it within your Internet
Browser Programme

BN Exploring - C:%PowedPoird 2000 Intro Exescizes

3 | @2 | X & H .

Back U Crogy Paiw Urda Delsla  Fropsies | Wees
Fodder: x| | Mame | e | Type |
B[] P :I 1 Call Maragempr es Fie Foldes
E-43 B | Esbding = Bugness FPT 12FE  Miciosoft Powe.
_'| sl M anagiman_| ke .:I_-| Sigraes FiopPos ppl TEEE  Mezinenl Poswss

-] Progiam File: & | Call Maragerrd. him ¥E  Miciosofk HTM

_:I Retpced -“‘_-l Call Management. pol H2KE  Miciosoft Poves
-] ofw n!" cabyen g £XE  JPEG Image
+ —| Sgale !ﬂ Cosmpiany Buschoground ppt TTEE  Miciosoft Powse.
-] Tuangike [ [y | (L FER  Micinenlt Winad

15. Double click on the Call Management.htm file and you will see the Web page displayed
within your Internet browser application.

16. Close your Internet Browser window and your Internet Explorer window to return to
PowerPoint.
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<> Sending a Presentation via E-mail

If you make use of electronic mail, PowerPoint has options available from the File menu that
make it quick and easy to send your presentation files directly from within PowerPoint.

To Send a Presentation via E-mail

1. Have the presentation displayed on screen then from the File menu, select Send To and
the following submenu will appear.

=BT 2 This option will
5 -
Microzoft PowerPoint - [Call M anagement. ppt] create an e-mail
J File Edit Wiew Insert Format Tools Slide Show Window Help within PowerPoint.
—T= You will have the
J 0 O wew. CorhtN | -~ cu - | R ™ il = | option to send the
. presentation as an
J Tirr & Open... Chri+0 attachment or slide
Close you are currently
J @ viewing as the main
H Save CHS T‘essage_ body within
1 @ the e-mail.
Save fAs...
Save as Web Page... This option will
3 load your default
Pack and Ga... e-mail application

with the
presentation
appended as an
attachment within
a blank e-mail

‘Web Page Preview

3 E Page Setup. ..

% Erint... Zkrl+P ready to be
4 addressed.
C Send Ta Mail Recipient
Properties Mail Recipient: {as Attachment). ..
wFl Routing Recipient. ..
1 slides.ppt

Exchange Folder. ..

24, slides. ppt:

EnlinelMesking Farbicmant
3 b, Call Management. ppk

4 Dih...\Telephone Call Management. .. (] Microsoft Word..,

Exit

This option will enable you to set up a routing slip. You can use this feature to send the presentation to a number of recipients all
at the same time, or to each one in turn. If the e-mail is sent to each one in turn, once the first recipient has read the e-mail, they
are instructed to forward it to the next recipient by selecting File, Send to, Next Routing Recipient from within PowerPoint. Once
everyone has read and responded, it will be sent back to the original sender. While the presentation is on-route, the original
sender can be sent status reports via e-mail to let them know who was last to read it and send it on.

2. Select which Send To option you wish to use.

3. At this stage, the exact options displayed will depend on the Send To option you have
selected. Follow the instructions on screen and go through the normal process for heading
up your e-mail message with recipient names etc. Once all options are selected, click on
the Send button.

Note: You can also send the workbook via e-mail by clicking on the E-mail button
shown on the Standard toolbar.
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1. Follow the instructions below to send the title slide in this presentation as an e-mail to 2
people in your address book.

— Ensure the first slide in the Call Management presentation is displayed on screen.

— Click on the E-mail button shown on the Standard toolbar.
— Select that you would like the Current slide as the message body.
— Enter the e-mail recipient details into the header of the e-mail message as described

below.
Click on this button to select recipient names from your address Set anv additional e-mail options vou wish
book. Select your name and at least one additional nhame from your V@ ptions y
to set using the buttons on this toolbar.

address book

Microsoft PowerPoint - [Call Management_ppt]

|E[] Fle Edit Wiew Insert Format Tools Side Show ‘Window Help

[l = IR e = A e e e R Sl 2 A

| Bz US| [E==|=E=|A ¢ 2|k commonTas
J[ﬂﬁend this Slide | ] | R R B | L4 | £ Options... |BEE Fram T B

mes Mew Roman « 24 -

E Ta... |G Deny; O Elder

B ... |

Subject: | Zall Management, ppk

1 2] Telephone Call Management
Basic Principles

2 () Training Objective
+ To help you manage telephone

calls in a more professional and
effective manner.

3 (2 Why is it important to improve Telephone Call Manag
our telephone handling skills?

4 (2 Search For Further Training
+ Yahoo Search Engine
+ Altavista Search Engine

Basic Principles

Edit the subject as shown here.

EEI'IEI this Slide button

— Once you have completed the e-mail header, click on the

The message will now be sent to each specified recipient.
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. Open your e-mail application and you should see e-mail you have just sent yourself appear

in your Inbox. Double click on it and the message will be displayed on screen.

. Close this e-mail and return to PowerPoint.

Follow the instructions below to send the Call Management presentation as an e-mail, but

this time as an attachment.

Ensure the Presentation workbook is displayed on screen.

Select the File, Send To, Mail Recipient (as Attachment) command.

F=1r=1TalaT

Send To » Mail Recipient
Propettigs @ Mail Recipient {as Atkachment]. .. K
Routing Recipient. ..

1 slides.ppt

2., \slides, ppt

3 h..ACall Management, ppk
4 h...\Telephone Call Management. .. Microsaft Ward, ..

@ Exchange Folder...

anlineMesting Earticipant

Exit

At this stage your default mail application will start. Enter your name and that of one
other as recipients. Edit the message Subject as shown below and then click Send.

& Call Management.ppt - Meszage [Rich Text] =] E3

J File Edit “ew Insert Format Tools Actions Help
|22 IS 4 2R B0 @B !4 Y
J 1w .| A | B 7 U |§

Arial -

il
[l
u

|
{7l
[Thi
111
[Thf

|ﬂ This message has not been sent,

To... | IL Hendetson ; G Denny
ce.. ||

Subject: ICaII Managemnent Presentation Far Your Review|

> Al

Call Management. ppt

3

The message will now be sent with the workbook file as an attachment. The recipient

will need to have PowerPoint loaded on their computer before being able to view the
attached file.
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5. Following the instructions below, e-mail this presentation to a number of recipients in
turn using the Routing feature.

— Have the Call Management presentation displayed on screen.

— Select the File, Send To, Routing Recipient command. You will then see the
Routine Slip dialogue box displayed.

— Complete this box as described below.

Click on the Address button and select the required recipient names from your address book. For this
example select yourself as the first name and at least 1 other name. The order they appear listed will be the
order the messaqe is routed to them. You can change the order using the Move buttons

2 B Once all other options have been set, click
Al (B0 ) 210 this button if you do not want to send this
message immediately but will send it later
— using the File, Send To, Next Recipient

Fram: L Henderson
To:

command
2 - M Elder cancel
3 - P Connolly d
I — Once all other options have been set, click
Rouke . ;
this button to start the routing process by
j sending the message to the first person on
lI Clgﬂr tha lict
| Address. .. I | Remove |
Subiject:

Routing: Telephone Call Management Enter the message subject here

Message text:

L Enter your message text here.

=
[m]
&

~F.ouke o recipients

% Cne after another ¥ Return when done ———————  Select this option to ensure the file
- - is e-mailed back to you when the
' all at once W' Track status routing is complete.

Select this option so you are e-mailed by the system to keep you up-to-
date with the status of the routing. You will be informed when each person
has read the e-mail and has sent it on.

— Once all options have been set, click on the Route button. This e-mail will now
be sent to you as you were the first person on the list.
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6. Open your e-mail application and you should see the e-mail displayed in your Inbox.

E-mail received

& Inbox - Microsoft Dutlook

JEiIe Edit Miew Favorites Tools Actibns Help

5 Mew - > ¥ | CYReply Reply to Al W Forward | 25 Send/Receive Find % Crganize | [EE
%]

Outlonk Shortcuts | SR 8T8k

¢t O)|%|@|From | Subject
B @ L Henderson Routing: Telephone Call Management
A Hughes, Geraldine {MSMAIL) RE: Reminder re Training Feedback
2| i D Elder F¥Y: recruitment enguiry
£y Bannister, Elaine RE: Good Morning Good Marning!!
£y Skephen Combe RE: Mext week

7. Open the e-mail and you will see the following message:

™ Routing: Telephone Call Management - Mezzage M=l E3

JEiIe Edit Wiew Insert Formak Tools Actions Help

JEJBEDH-‘ | €54 Reply to A | ¥ Forward | =h | w | > | &+ - ¥ - @ z

Frarm: L Hendersan Sent: wWed 15/03/00 14:01
Tao: L Hendersan
o

Subject:  Routing: Telephone Call Management

| »

The attached presentation has & routing =lip. When you
are done reviewing this presentation, choose Next Routing
Fecipient from the 3Zend To menu on the File menu to
continue routing.

< |

| »

Call
b anagement. ..

L |

— Open the attached file and then select File, Send To, Next Routing Recipient.

The message will now be sent to the next person and you will receive an
automatic STATUS message informing you of this.

8. Close your presentation and save the changes you have made.
9. Close all related e-mail messages and exit from PowerPoint.
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@ Standalone Presentations

PowerPoint comes with a separate application called PowerPoint Viewer which allows you
to run a slide show on a computer that does not have PowerPoint installed. The only
restriction is that the computer you are using must have Windows 95 or later installed on it.

Preparing a Standalone Presentation

The Pack And Go wizard allows you to create a package containing the presentation(s) you
wish to run and PowerPoint Viewer. The package can be created on floppy disk, on the hard
disk of your computer, or on a network drive, and will contain the files needed to run your
presentation on another computer.

For further information on creating and running standalone presentations, use the Office
Assistant to search for help on Pack and Go.
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ﬁ Questions and Answers

1. How would you remove the Slide Master background items from the currently displayed
slide?

2. Which shortcut menu option would you use if you wanted to change the colour scheme
used by any of the slides?

3. Can you make a graphic into a hyperlink?

Yes No U]

4. What is a Web page?

5. Which command will enable you to save your entire presentation as a Web page?

6. Which command can you use to send your presentation as an e-mail message so a number
of people can review and edit it one after the other?
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