Intermediate PowerPoint 2000

Interesting uses for Custom Animations

The custom animation feature of PowerPoint is probably my favorite part of the program as you'll be able to tell by the amount of time I spend on it in my workshops. The reason I enjoy it so much is that these simple animations can dramatically change the look and feel of your slide show. 

A quick review

Incase you don't use these features as often as I do, I thought a quick refresher would help. The custom animation feature is accessed by selecting Slide Show | Custom Animation. The dialog box that appears has four tabs. There are two key screens, the orders and timings tab and the effects tab. 
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The Order and Timings Tab

This tab allows you to choose the items you wish to animate. You don’t have to animate every object on a slide. After selecting the objects you wish to animate, you may want to modify the animation order.

Animation order determines the sequence that objects are animated. Generally the title should be animated before the text of a slide.

The dialog box also offers timing options that will allow you to have objects animate automatically.
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Effects Tab

This tab is the reason most people use the animation feature. To begin, select the object you wish to animate, then choose an entry animation or sound from the dropdown menu.

After animation effects allow text to dim or disappear once the next item appears.

The introduce text option allows you to change how bulleted text appears on the screen.

So now what?

While these features are quite useful, most people never use them for anything except changing the way bulleted items appear in a list. While a nice feature, it's just not very interesting. So, what else can you do with it? Well, I frequently use it to emphasize words or ideas on a slide by drawing lines, or boxes around key terms and concepts. I've even used it to create pop-up boxes to help explain a topic… much like VH-1's Pop-Up Video show. 

The basic concept

Conceptually, this is one of the easier "tricks" of PowerPoint. The key to making this work is remembering that animated objects don't appear until their turn in the animation order. 

Putting this to work for you

Let's say that you have a slide containing several sentences. You wish to identify a common element in each of the sentences. If you were using an overhead projector and transparency you might underline the elements you wish to discuss. This PowerPoint  technique will allow you to accomplish the very same thing. To create this type of slide, begin by:

1. Entering the body text of the slide normally, using any slide type you wish.

2. Next, you'll need to use the drawing tools to create a line under the words or phrases you wish to emphasize. The drawing tools toolbar is typically docked along the bottom of the screen. I've identified many of the most common tools in the figure below.
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3. With the new object drawn, select the item you wish to animate and choose Slide Show | Custom Animation

4. Now, select the entry animation style. I generally use either Fly from left or Wipe Right for lines. For boxes I use Box In or Box Out.

5. If you have multiple lines on the slide, you'll need to repeat steps 2 and 3 until all of the lines have been added and animated. On slides where multiple lines are animated, I'll usually have the other lines enter automatically by setting the entry time on those lines to start animation automatically after 0 seconds.

Hyperlinking in PowerPoint

Since I began using PowerPoint several years ago, I find myself constantly trying to make the program do a better job of managing my presentation resources. I frequently need external resources to make a presentation work. Materials such as web pages, Word or Excel documents or even other PowerPoint slide shows frequently become elements in my slide shows. The first few times I used external elements were very awkward. I would end my slide show then start another application to show the resource. After finishing with the related resource, I would return to PowerPoint, locate the desired slide and restart the show. I figured there had to be a better way, and there is.

What is a hyperlink?

A hyperlink is nothing more than a pointer that provides a link to another resource. This resource can be located on the local hard drive of your computer, on a shared network resource or somewhere on the Internet.

Accessing the hyperlink feature
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As with most PowerPoint features, there are many ways to do accomplish the same thing. The method I prefer isn't necessarily the fastest, but it provides you with the most options. The hyperlink feature is best accessed by selecting Slide Show | Action Settings. 

Hyperlinking to a URL

As most of you probably already know, if you type something that looks like a URL (web address) into any Microsoft Office program, that text is automatically converted into a hyperlink. That works well most of the time. There are time when the URL's is so long and complex; you'd rather not see them on the screen. This is when the hyperlink feature comes in handy.

1. Begin by typing the text you wish to make into the hyperlink

2. Next, highlight the text and select Slide Show | Action Settings.

3. Select Hyperlink to: from the Action Settings dialog box

4. From the Hyperlink to: drop down menu, choose URL…

5. In the URL dialog box that appears, type the complete URL of the site you wish to go to. This URL must include http://.

What else can you do?
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While hyperlinking to a URL is an interesting enough feature, it is far from the only thing you can do. In fact, it's not even the most interesting thing you can do. You can hyperlink to a variety of things from within PowerPoint. If you take a closer look at the Hyperlink to dropdown menu, you'll see the following options: 

· Next Slide – Takes you to the next slide in the show.

· Previous Slide – Takes you to the previous slide in the show.

· First Slide – Takes you back to the beginning of the show.

· Last Slide  - Takes you to the final slide in the show.

· Last Slide Viewed – Takes you to the last slide you looked at in the slide show. Useful if you link around the show.

· End Show – Ends the slide show.

· Custom Show – Allows you to link to a section of a slide show that has been identified as a custom show.

· Slide – This allows you to link to any slide in the slide show. This allows a slide to essentially function as a "menu". 

· URL – Takes you to any web.

· Other PowerPoint Presentation – Allows you to link from one slide show to any other show that you have available.

· Other File – Allows you to link to any other file that you have on the computer including executable programs.

Action Buttons
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Thus far we have addressed the Actions Settings feature that allows hyperlinking to be added to any word, or group of words within a PowerPoint slide show. Some people prefer to create buttons instead. Consequently, PowerPoint provides you with a feature called Action Buttons. To create an Action Button

1. Begin by selecting Slide Show | Action Button.
2. Choose the type of button you wish to use. Typically I use the blank button on the upper left because I want to enter a text label for identification. You can however, choose any of the buttons you wish.

3. You'll notice that the mouse pointer on your screen has changed into a + sign. Drag the + pointer to create your button. This process is much like drawing shapes in any drawing program.

4. When you release your mouse button, you'll see the button appear on the screen. After a brief pause the familiar Action Settings dialog box will appear on the screen. As before, determine what type of hyperlinking you wish to perform.

5. Click OK to complete the action button

6. You now have a functional button, but no text identifier. To fix this problem simply right click on the new button and choose Edit Text.

Creating PowerPoint Games

One of the most interesting applications of the hyperlink technique is the ability to create quiz show type games. These are great for reviewing difficult content in courses. For some of you simply saying this following a discussion of linking is enough to get you started. For others, a bit more explanation is necessary.

The scenario

Let's say that you wish to create a quiz show type game that has 5 questions. Students can choose to answer the questions in any order they wish.

Set-up

Let me preface this discussion by saying that the set-up discussed here is not necessarily the most efficient way to perform this operation. It is, however, the easiest to explain to new PowerPoint users. More advanced users will quickly notice that this set-up could be sped up tremendously by copying slides. Having said that, let's look at how you might set this up.
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For a 5-question game, you'll need to create a total of 6 slides. Slide one will become the game board. Slides 2-5 will be the individual question slides.

Slide 1
Slide one can really be of any type you wish. For this example I'll use a bullet slide. You'll want to create a slide that looks like the image to the right.
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Slides 2-5

For the remainder of the slides, you'll create a bullet chart that looks like the figure to the right. The title for the slide should identify the question number (1-5). You'll also want to set-up a custom animation for the body of the slide (the place where the bulleted items appear). This custom animation should allow the question line and the answer line to appear one at a time. 
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Creating the links

With all of the slides created, it's time to make the links work. To accomplish this, you'll need to go back to your game board slide (slide 1), and create the links. Begin by:

1. Highlight "Question 1" on the game board slide.

2. Choose Slide Show | Action Settings.
3. Select Hyperlink to: and choose slide from the drop down menu.

4. The box that appears will list the titles of every slide in your show. Since question 1 is highlighted on the game board, we'll want to choose the Question 1 slide from the Hyperlink to Slide dialog box.

5. Click OK.

You'll repeat this process for each of the questions on your game board.

The final step

You've now created links from the game board to the individual slides. The only problem is that once you get to one of the slides, you have no way back to the game board to select another question. This problem can easily be handled using the Action Button feature. You'll need to add an action button to the bottom of each of the question slides (2-5 in our example) which links back to the game board slide. In our show that slide is called Questions and is slide 1.

Possible enhancements

With that as a basic framework, you can extend the game complexity significantly. One of the most common extensions is to create a Jeopardy type game show. A Jeopardy template simply requires more questions on the menu screen and a few more links. I've even heard of people adding audio or video daily doubles. This is accomplished using the custom animation feature.
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PowerPoint Slides you can type on

One of the things I always wished I could do with PowerPoint was type on a slide during a presentation. If you've used PowerPoint, there always comes a place in a slide show when you want to record the ideas/comments that come from the students in class. Most people who use PowerPoint believe that this can only be accomplished by writing on the board, or perhaps by leaving the program and starting a blank Word document. While these techniques work, it is possible to create slides that you can type on during a presentation. Comments entered on the slides are even saved with the slideshow so they can be saved and printed later.

How can this be done… Well the technique is rather obscure and one that very few people would wander across on their own. It uses something known as an ActiveX control.

Where to begin

In order to create this type of slide, you must add the Control Toolbox to the screen. This is done by selecting  View|Toolbars Control Toolbox. Once you have done this, you'll have a dialog box on the screen that looks like this figure.

Creating the slide

Now that you have the control toolbox on the screen, you are ready to create the slide. Text boxes can be placed on any screen layout, but ones that have few placeholders seem to work the best. Typically I use the Title Only layout.

To create the box, click on the Text Box button on the Control Toolbox. Your mouse pointer will now switch to a +. You now drag your mouse to create the desired size box.

Is that it?

Wow, that was easy wasn't it? Guess what, the box you've just created doesn't work! Fortunately what you have to do to make it work isn't much harder than creating the box in the first place. Making an ActiveX control work correctly here is as simple as modifying the text box properties. To make this change, right click on the box and choose Properties. 

The dialog box that appears looks fairly complex, and it is. Fortunately you only need to change 3 or 4 options. If you want to experiment, you can play with the other options. Here is what needs to be changed:

· EnterKeyBehavior – Change to True

· MultiLine – Change to True

· WordWrap – Usually set to True

· Font – Change to the desired type style
Customizing PowerPoint

It doesn't take most people long to tire of the standard PowerPoint templates. How many times have you seen the "Blue Diagonal" or "High Voltage" template used by students or fellow faculty members? While you can go to places like Presenters University (http://www.presentersuniversity.com) to locate new templates, it's nice to be able to create your own occasionally.


Slide color schemes
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The simplest thing to modify about a PowerPoint slide is the color scheme. This feature is accessed by selecting Format | Slide Color Scheme. The dialog box that appears looks like the figure. Essentially this box allows you to change major color combinations either on a single slide, by clicking Apply, or on all slides in the show by selecting Apply to All.
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While the Standard tab provides useful features, I actually find the Custom tab to be a bit more useful. The custom tab, shown in the figure to the right, provides you with the ability to change any of the colors used in a slide show individually. 

I use this most often to change the color of hyperlinks that I insert into slide shows. I also use this option to increase contrast between the background and text. Be careful, however, when changing colors. Sometimes changing colors can have unexpected results. Always review your entire show after making color scheme changes.

Background images

This is one of the intermediate features of PowerPoint that rates pretty high on the "ooooh aaaah" scale. Unfortunately, it also has the potential to ruin a perfectly good slide show.  Having given you that warning let me show you the two different ways that you can incorporate background images into PowerPoint slide show. 

Adding an image or images to the background of a single slide

This is accomplished using the Insert | Picture from option.  After inserting the image, there are typically two problems that must be overcome:

· The image is blocking the text

· The image contains so much detail that the text is hard to read

Both of these problems are common and fortunately easy to overcome.

Image blocking the text

This is the most common problem and probably the easiest to fix. When graphics or text is entered into a graphic program they are added in what are known as layers. These layers are much like pieces of transparency plastic placed on top of one another. Based on the order the plastic is stacked, items on some of the layers may block information on other layers. This is exactly what happens with layers in PowerPoint. This problem can be fixed in PowerPoint using the order option. The easiest way [image: image13.png]


to access this feature is by right clicking on the graphic and choosing Order. You'll notice four order options

· Bring to front – places this object to the top of the stack, over all other objects

· Send to back – sends the object to the bottom of the stack, behind all other objects

· Bring forward – moves the object up one layer

· Send backward – moves the object back one layer.

Image contains so much detail that it is hard to read

While common, the solution is a bit more difficult. The reason that it is more difficult is because there are no hard and fast guidelines that I can give you. Fixing this problem requires a bit of experimentation and luck. 

The procedure begins by clicking on the desired graphic. Once you have selected the graphic you should see the Graphic Toolbar. 
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To "de-emphasize" the graphic you probably need to increase the brightness and reduce the contrast. Another possible trick is to begin by using the Image Control option and selecting Watermark. While I find this that this option creates graphics that are a bit too washed out, it gives me a good starting point. 

Adding an image or images to all of the slides in the show

There are actually a couple of ways to add graphic backgrounds to every slide in the show. You can use the Format | Background option, or you can use View | Master | Slide Master or View | Master | Title Master. Both have their benefits. The easiest method is to use Format | Background. This option is also the least flexible.

Format | Background 
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As I've already mentioned, this is the easiest option, but not one that you would readily stumble across. The figure illustrates the Background dialog box. To add a background graphic you'll need to 

1. Choose Format | Background
2. Select Fill Effects from the drop down menu

3. Click on the Picture tab

4. Locate the desired graphic

5. Click OK
6. Choose whether to Apply to one slide or Apply to All slides

The biggest problem with this method is that you have no control over the appearance of the graphic before it's inserted into the slide show. Should you wish to modify the brightness or contrast for example, you'll need a graphic editing program.

View | Master

The view master technique is far more flexible, and uses the same techniques that we discussed when adding graphics to a single slide. In order to understand the process, you must first realize that your PowerPoint slides are formatted using one of two "templates" or masters. These masters are identified as the Slide Master and the Title Master. The title master controls the appearance of the title slides. The slide master handles all other slides. Any changes you make on these master slides are used by all slides in the show. 

To add a graphic to all slides in a show, using this technique you must:

1. Select View | Master | Slide Master

2. Insert the graphic you wish to use as before

3. Change the brightness, contrast or layer order as before

To add a graphic to all title slides in a show using this technique you must:

1. Select View | Master | Slide Master

2. Insert the graphic you wish to use as before

3. Change the brightness, contrast or layer order as before

Let me just make one final note before leaving this topic. You should be aware that any change you make on the slide masters will be made on all slides in the show. This includes things such as font style/size, positioning and alignment of place holders, etc. 
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