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USING THIS SLIDESHOW

ò This is a self-paced slideshow. Proceed at your own pace.

ò The next òContents Tableó slide provides òhyperlinksó to other 

places in the slideshow. Point ôn click on a topic to go there.

ò To advance slides or objects on a slide in this presentation, you 

can click:

é Left mouse button

é Right arrow key

é Page Down key

é Enter key

ò Click the Home on lower left corner of many slides to 

return to òTable of Contentsó slide.



CONTENTS / LINKS TO SLIDES

ò Workshop Objective

ò PowerPointõs Function and Basic Tools

ò PowerPoint 2007 Introduction

ò Basic Guidelines for Slideshows

ò Slide Navigation

ò File Saving Options

ò Printing Issues

ò Using Videos and Audio

ò Built-in and Online Help

ò Closing Your Presentation



WORKSHOP OBJECTIVE

ò To offer practical slideshow usage and development guidelines, 
as well as procedural help, for New, Intermediate, and Advanced 
PowerPoint Users.

ò To present highlights from PowerPoint 2007 (the biggest change 
in many years!). 

ò Although the look & feel, and procedures are changed in 
PowerPoint 2007, the same principles and root procedures 
apply to creating effective slideshows in  PowerPoint 2007 as 
with earlier versions.

ò Warning:  Good ---as well as some bad formatting and 
animation style examples ---are included here so that you can 
experience them as an audience member.



WHAT IS POWERPOINT?
ò First and foremost, a òpresentation toolówith same basic purpose 

as flipcharts, overhead transparencies, whiteboards, posters, etc.

ò Programs like PowerPoint are software communications tools 
developed primarily for delivering multimedia content to groups. 

ò Also appropriate for an òaudience of oneófor applications like 
training, or other communications which benefit from the non-
document, bullet-point, multimedia rich functionality of this 
slideshow tool.

ò Enables presenter to better control timing and order of content
when compared with document-based communication.

ò Gains added power when integrated and linked with other 
communication instruments / contentsuch as:

é Other PowerPoint slideshows

é Document files

é Websites

é Audio and video files



BASIC GUIDELINES FOR SLIDESHOWS

ò Clear purpose and high quality contentprovide foundation for 
slideshows ----as with ANY communication vehicle.

ò Clear format that facilitatesviewersõ / the audienceõs ability to 
òprocessó the slideõs content. (High contrast colors and larger text 
and images are generally easier on the eyes.)

ò Control order and timingof a slideõs delivery via Custom Animation 
and Slide Transition tools.

ò Use text, images, audio, video, etc. to complement one another
during the communication process. Anything distracting ---whether 
sounds, images, backgrounds, etc. ---must be avoided.

ò Use audio effects as òcuesóto inform the audience / viewer of topic 
changes, key points, etc. ---not because they sound cool

ò Keep terms togetherand avoid words lost on line by themselves.
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Example of FILLINGa text box with a TEXTURE. Ask yourself, is this 

BETTERthan previous slideõs zero-fill style???

If used, just make sure that the fill pattern is not a distraction.



To use a Fill color OR 

pattern, right click on 

border of textbox, and 

select paintcan icon.


































































