Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Table of Contents

Quick Reference Tables
Preface

POWERPOINT 2013 LESSON 1:

CREATING AND DELIVERING
A PRESENTATION

xii

Presenting PowerPoint
Starting PowerPoint
Creating a New Presentation
Navigating the PowerPoint Window
Saving the Presentation
Inserting Text
Using Document Themes
Choosing a Theme
Using the PowerPoint Ribbon
Choosing Slide Sizes
Creating a Basic Presentation
Adding Slides
Indenting Bulleted Lists
Choosing the Slide Layout
Delivering the Slide Show
Delivery Tips
Navigating Through a Slide Show
Getting Help
Using Online and Offline Help
Concepts Review
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

PPO1.3

PPO1.3

PPO1.5

PPO1.6

PPO1.6

PP01.8
PPO1.10
PPO1.10
PPOI1.11
PPO1.14
PPO1.15
PPO1.15
PPO1.17
PP01.20
PPO1.22
PPO1.22
PPO1.23
PPO1.25
PPO1.25
PPO1.26
PPO1.27
PPO1.35
PPO1.39
PPO1.40

POWERPOINT 2013 LESSON 2:
DESIGNING THE PRESENTATION

Working with Slides
Copying Text and Objects
Working with Outlines
Using the Outline Panel
Collapsing and Expanding Slides
Deleting Slides
Working with Word Integration
Creating a Presentation Outline in Word
Formatting Your Presentation
Formatting Text
Setting Character Spacing
Setting the Text Case
Setting Line Spacing
Setting Paragraph Alignment
Using the Format Painter
Loading the Format Painter
Using the Slide Sorter
Rearranging Slides
Organizing with Sections
Creating Sections
Managing Sections
Printing Your Presentation
Knowing What You Can Print
Previewing a Printout
Using the Print Shortcut
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

Labyrinth Learning http://www.lablearning.com

PP02.3

PP02.3

PP02.5

PP02.5

PP02.9
PP02.11
PP02.12
PP02.12
PP02.16
PP02.16
PP02.16
PP02.17
PP02.18
PP02.19
PP02.20
PP02.20
PP02.22
PP02.22
PP02.24
PP02.24
PP02.26
PP02.28
PP02.28
PP02.28
PP02.28
PP02.30
PP02.36
PP02.41
PP02.42



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY

POWERPOINT 2013 LESSON 3:
ADDING GRAPHICS, ANIMATION,
AND SOUND

Working with Online Pictures
Using Text and Object Layouts
Deleting Placeholder Text

Searching for Clip Art with the Insert
Pictures Search Window
Moving, Sizing, and Rotating Objects
Stacking Objects
Formatting Clip Art
Adding Other Graphics
Removing a Background
Applying Artistic Effects
Inserting a Screenshot
Working with Shapes
Adding a Shape
Adding Text to a Shape
Resizing a Shape
Merging Shapes
Formatting Shapes and Shape Text
Working with Slide Transitions
Creating Transitions in Slide Sorter View
Using Slide Animation
Adding Animations
Setting Animation Options
Using the Animation Pane
Adding Sound Effects
Adding a Sound Effect to an Animation
Concepts Review
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

PP03.3
PP03.3
PP03.4

PP03.6

PP03.9

PP03.9
PP03.12
PP03.15
PP03.15
PP03.19
PP03.21
PP03.21
PP03.22
PP03.22
PP03.23
PP03.23
PP03.24
PP03.27
PP03.28
PP03.30
PP03.30
PP03.31
PP03.33
PP03.35
PP03.36
PP03.37
PP03.38
PP03.49
PP03.55
PP03.56

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

POWERPOINT 2013 LESSON 4:
INSERTING CHARTS

Inserting Charts
Creating Embedded Charts
Modifying Charts
Changing Chart Style and Color Scheme
Working with External Excel Documents
Benefits of Linking
Linking Excel Charts
Effects of Linking
Editing the Source (Linked) Document
Maintaining Healthy Links
Creating SmartArt Diagrams
Inserting and Formatting SmartArt Graphics
Formatting SmartArt
Adding Elements to SmartArt
Concepts Review
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

PP04.3

PP04.3

PP04.7
PP04.12
PP04.15
PP04.16
PP04.17
PP04.20
PP04.22
PP04.22
PP04.25
PP04.25
PP04.29
PP04.29
PP04.31
PP04.32
PP04.43
PP04.49
PP04.50

Table of Contents VWV

Labyrinth Learning http://www.lablearning.com



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

POWERPOINT 2013 LESSON 5: POWERPOINT 2013 LESSON 6:
PREPARING A PRESENTATION ADDING MULTIMEDIA TO PRESENTATIONS
Preparing a Presentation PP05.3 Working with Multimedia PP06.3
Creating Speaker Notes PP05.3 Types of Multimedia PP06.3
Editing Document Properties PP05.6 Linked Media Files PP06.3
Editing Your Presentation PP05.7 Organizing Media with Subfolders PP06.3
Using Spell Check Features PP05.7 Using Audio in Presentations PP06.6
Using the Spelling Panel PP05.10 Audio Snippets PP06.6
Using the Custom Dictionary and AutoCorrect PP05.13 Audio File Types PP06.6
Using Find and Replace PP05.14 Adding Audio to a Presentation PP06.7
Printing Handouts PP05.16 Configuring Audio Options PP06.8
Using Handout Masters PP05.17 Configuring Audio Styles PP06.9
Using Handout Headers and Footers PP05.18 Embedding Audio PP06.9
Printing Handouts PP05.18 Acquiring More Audio PP06.11
Using Slide Footers PP05.20 Choosing an Audio File Format PP06.11
Printing Transparencies PP05.22 Linking Audio PP06.13
Enhancing Presentation Navigation PP05.22 Creating Slide Show Timings PP06.15
Creating Agenda and Summary Slides PP05.23 Determining Slide Timings PP06.16
Using Hyperlinks in Presentations PP05.24 Rehearsing Timings PP06.16
Inserting Hyperlinks PP05.24 Using Video in Presentations PP06.18
Creating Hyperlinks for Slide Navigation PP05.24 Using Online Videos PP06.18
Repairing and Removing Hyperlinks PP05.27 Using Video from Your Computer PP06.19
Using the Slide Show Toolbar PP05.29 Video File Formats PP06.19
Annotating with Pen Tools PP05.29 Codecs PP06.19
Slide Zoom PP05.32 Editing Videos PP06.22
Presenter View PP05.33 Applying Video Effects PP06.22
Concepts Review PP05.36 Setting Video Options PP06.25
Reinforce Your Skills PP05.37 Concepts Review PP06.27
Apply Your Skills PP05.46 Reinforce Your Skills PP06.28
Extend Your Skills PP05.50 Apply Your Skills PP06.36
Transfer Your Skills PP05.51 Extend Your Skills PP06.40
Transfer Your Skills PP06.41

Vi Table of Contents
Labyrinth Learning http://www.lablearning.com



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

POWERPOINT 2013 LESSON 7: POWERPOINT 2013 LESSON 9:

USING TABLES IN PRESENTATIONS CONNECTING AND BROADCASTING

Using PowerPoint Tables PP07.3 PRESENTATIONS
Inserting Tables PP07.3 Connecting Presentations PP09.3
Entering Data in Tables PP07.4 The Hard Way: Copying and Pasting PP09.3
Navigating Table Cells PP07.4 Choosing a Connection Technique PP09.4
Resizing and Moving Tables PP07.6 Connecting Presentations with a Hyperlink PP09.4
Aligning a Table PP07.7 Connecting Presentations with an Action PP09.7
Formatting Data in Cells PP07.7 Connecting Presentations with Object
Aligning and Formatting Cell Entries PP07.8 Linking and Embedding PP09.8
Adjusting Column Widths and Row Heights ~ PP07.11 Navigating Connected Presentations PP09.12
Adding and Deleting Rows and Columns PPO7.14 Editing Linked and Embedded Presentations PP09.13
Adding Nontext Data to Cells PPO7.16 Editing Linked Presentations PP09.13
Merging and Splitting Cells PP07.19 Editing Embedded Presentations PP09.14

Customizing Tables PP07.20 Broadcasting Presentations PP09.16
Applying Table Styles PP07.20 Creating a Microsoft Account ID PP09.16
Applying Table Style Options PP07.24 Broadcasting a Presentation PP09.17

Concepts Review PP07.28 Security Considerations PP09.18

Reinforce Your Skills PP07.29 Concepts Review PP09.19

Apply Your Skills PP07.35 Reinforce Your Skills PP09.20

Extend Your Skills PP07.39  Apply Your Skills PP09.27

Transfer Your Skills ppo740  Extend Your Skills PP09.31

Transfer Your Skills PP09.32
POWERPOINT 2013 LESSON 8:

CUSTOMIZING THEMES AND SLIDE

MASTERS
Customizing Document Themes PP08.3
Knowing What You Can Customize PP08.3
Using Built-in Color Schemes PP08.3
Customizing the Color Scheme PP08.5
Changing a Slide Background PP08.7
Using a Preset Background PP08.8
Creating a Gradient Fill PP08.10
Using Pictures or Textures for Backgrounds PP08.14
Saving a Customized Document Theme PP08.20
Using Slide Masters PP08.23
Using Slide Masters and Layout Masters PP08.24
Introducing the Eyedropper Tool PP08.26
Using Action Buttons PP08.29
Identifying Action Buttons PP08.29
Formatting Action Buttons PP08.30
Cleaning Up PP08.33
Concepts Review PP08.34
Reinforce Your Skills PP08.35
Apply Your Skills PP08.42
Extend Your Skills PP08.46
Transfer Your Skills PP08.47

Table of Contents Vi
Labyrinth Learning http://www.lablearning.com



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY

POWERPOINT 2013 LESSON 10:

COLLABORATING WITH OTHERS ONLINE

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

POWERPOINT 2013 LESSON 11:
TRANSPORTING PRESENTATIONS

Collaborating Online
Setting Up a Review Cycle
Following the Review Cycle Process
Sharing Files
Sharing Files via Email
Using the Send Using Email Pane
Opening an Attached Presentation
Working with Comments
Reading Comments
Setting the Comment Name
Attaching Comments
Editing and Deleting Comments
Writing Effective Comments
Comparing and Merging Presentations
Viewing Multiple Presentations
Cleaning Up
Using SkyDrive and Office Web Apps
Storing Files on SkyDrive
Editing Files with Office Web Apps
Sharing Files with SkyDrive
Moving Files
Setting Folder Permissions
Accessing Shared Files
Using Reference Tools
Using the Research and Thesaurus Panels
Concepts Review
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

Table of Contents

PP10.3

PP10.3

PP10.3

PP10.4

PP10.4

PP10.5

PP10.7

PP10.9
PP10.10
PP10.10
PP10.11
PP10.14
PP10.14
PP10.15
PP10.15
PP10.20
PP10.20
PP10.20
PP10.22
PP10.23
PP10.25
PP10.25
PP10.26
PP10.26
PP10.26
PP10.28
PP10.29
PP10.37
PP10.41
PP10.42

Transporting the Presentation
How Package Presentation for CD Works
Using Font Embedding
Displaying Linked Content
Copying Files toa CD
Viewing a Packaged Presentation from CD
Using the PowerPoint Viewer
Without AutoPlay
Copying Files to a Folder

PP11.3
PP11.3
PP11.4
PP11.4
PP11.5
PP11.6

PP11.8
PP11.8

Viewing a Packaged Presentation from a Folder PP11.9

Comparing Copy to CD and Copy to Folder
Preparing the Meeting Room
Setting Up a Slide Show
Specifying the Equipment Setup
Using Sound Amplification and Speakers
Choosing a Projection Display
Considering Screen Size
Changing Resolution
Preparing the Presentation Computer
Following the Presentation Setup Checklist
Configuring Presentation Computer Software
Setting Up the Computer Display
Projector/Panel
Checking Room Lighting
Preparing Audio and Video
Switching Programs During Slide Shows
Preparing for Success
Checking a List Prior to Leaving Your Office
Allowing Yourself Time
Preparing for the Workshop
Greeting the Participants
Targeting Your Audience
Using PEER Guidelines
Using LESS Guidelines
Concepts Review
Reinforce Your Skills
Apply Your Skills
Extend Your Skills
Transfer Your Skills

Labyrinth Learning http://www.lablearning.com

PP11.11
PP11.11
PP11.11
PP11.12
PP11.13
PPI11.13
PP11.13
PP11.14
PP11.15
PP11.16
PPI11.16

PPI11.16
PP11.17
PP11.17
PP11.17
PP11.19
PP11.19
PPI11.19
PP11.20
PP11.20
PP11.21
PP11.21
PP11.21
PP11.22
PP11.23
PP11.25
PP11.27
PP11.28



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

POWERPOINT 2013 LESSON 12:
INTEGRATING WITH OTHER OFFICE

PROGRAMS
Maintaining Compatibility with
Previous Versions of Office PP12.3
About File Formats PP12.3
Native File Formats PP12.3
Nonnative File Formats PP12.4
Opening Nonnative File Formats PP12.4
Compatibility with Previous
PowerPoint Versions PP12.7
The Compatibility Checker PP12.7
Working with Word Integration PP12.10
Creating a Presentation Outline in Word PP12.10
Creating Presentation Handouts in Word PP12.13
Working with Excel Integration PP12.15
Embedding a Worksheet PP12.15
Integrating with Outlook PP12.18
Setting Calendar Reminders PP12.19
Attaching Files PP12.19
Concepts Review PP12.22
Reinforce Your Skills PP12.23
Apply Your Skills PP12.31
Extend Your Skills PP12.37
Transfer Your Skills PP12.38
Index INDEX.1

Table of Contents X
Labyrinth Learning http://www.lablearning.com



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Quick Reference Tables

GENERAL TASKS

FORMATTING TASKS

Adding SHdesS....ccoeveeiiriieiie e PPO1.15
Using Basic Slide Show Navigation............. PPO1.23
Working with Outlines ............ccccoeeieeeiennnns PP02.6

ANIMATIONS, GRAPHICS, AND
MULTIMEDIA TASKS

Performing Clip Art TasksS........cccoeeeviernenne. PP03.12
Modifying PiCtures .........cccceeevvveeeevivveeeennnen. PP03.19
Inserting a Screenshot........ccocveevieenieennne. PP03.21
Adding Shapes.......ccoceeeveeiiieeeniiiieeiiee e PP03.23
Formatting a Shape and Shape Text............ PP03.25
Adding Transitions to a Presentation.......... PP03.28
Adding Animation to Slides ........c.c.cceceeeee. PP03.32
Adding Sound to Slides ........ccccvveeeviinieeennns PP03.36

CHART TASKS

Charting in PowerPoint .............cccevvveeennneen. PP04.8
Linking Charts on Slides..........cccceevvernenee. PP04.17
Inserting SMartATl .....ccccvvvvveeeeeeeseiiieeeeennnn PP04.27

COLLABORATION TASKS

Sending a Presentation via Email................ PP10.6
Setting the Default Email Program............. PP10.5
Using Comments in Presentations ............. PP10.12
Using SKyDIIVe ...ccvvieiiiiiiieeiieeeee e PP10.21
Working with SkyDrive Folders .................. PP10.24

EDITING TASKS

Duplicating a Slide.......c.ccccovevviiiiveiiieeenn. PPO1.16
Moving and Copying Text and Objects........ PP02.3
Invoking Spell Check..........ccovveeiviiiiiennnnn. PPO5.11
Removing Custom Words from the

Spelling Dictionary.........cccccvveeevvvveeennnns PPO5.13
Using Find and Replace.......ccceeeiveeniennee. PP05.15
Using Slide Zoom.........cccvvveeviiiieeeniiieeenee, PP05.33
Working with AutoCorrect .........cccceeeeeeeenne. PP05.9
Working with Slide FOOters ........ccccceevueenne. PP05.21
X

Applying Gradient Backgrounds................. PP08.12
Applying Texture and Picture

Backgrounds..........cccveeeeviiiiieeniiiee e, PP08.19
Copying Formats with the Format

PaINTeT .ovvviiiiiiicceiecceeececee PP02.21
Editing Master Slides ........cccocoeieiiireiiennne PP08.25
Saving and Applying a Custom Theme ....... PP08.21
Stacking ObJects ....cceeeveeeeeeiieeiiee e PP03.10
USING SECLIONS ..vvvvvrreeeeeieiiiiiieeeeee e PP02.24
Working with Bulleted Lists.........ccccecueee..e. PPO1.18

Working with Custom Color Schemes ........ PP08.6

INTEGRATION TASKS

Integrating Word with PowerPoint ............. PP12.13
Opening and Saving Nonnative Files........... PP12.8

LINKING TASKS

Connecting Presentations ........ccccccveeeennnee. PP09.5
Editing a Linked or Embedded

Presentation .......oooceeeeevviieecennieeeeennnee. PP09.14
Formatting Action Buttons ..........ccceeuuveeee. PP08.30
Using Action BUuttons.........ccccceeeeeeeeennnnnnneen. PP08.29
Working with Hyperlinks ...............c.....o...... PP05.25

MULTIMEDIA TASKS

Adding Audio to a Presentation .................. PP06.8

Dealing with an Exotic Video Codec............ PP06.21
Inserting Online Video.........cccceeveeeenennne. PP06.18
Inserting Video from Your Computer .......... PP06.19

Labyrinth Learning http://www.lablearning.com



Microsoft PowerPoint 2013: Essentials FOR EVALUATION ONLY

PRESENTING TASKS

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

TABLE TASKS

Adding Speaker NOtes .......cceeevvveeerivreeennnne PP05.4
Broadcasting a Presentation........................ PP09.17
Determining Slide Timings..........ccccevveeennee. PP06.16
Downloading the PowerPoint Viewer

Without AutoPlay........cceeeveieeniiienennne. PP11.8
Rehearsing Timings .........cccecvvveevevveeennnnenn. PP06.16
Setting Up a Slide Show ........ccccvieviieenenn. PP11.15
Switching Programs During a

Presentation .........cccceeevveeeeennieeeeeninnen. PP11.17
Transporting a Presentation .............ccce...... PP11.4

Using AutoPlay with the PowerPoint
Viewer when PowerPoint Is Not

Installed......cccoovvieiiiiiniieeee e, PP11.7
Viewing a Presentation from a Folder ........ PP11.10
Working with Handouts...........cccceeveeenennn. PP05.18

Adding and Deleting Rows and

COlUMNS .eeeeieiieeiiieeeeee e PP07.14
Adjusting Column Widths and Row

5 (14 0 L £ SR PP07.12
Aligning aTable .........ccooeveiiiiiiiiiiiiieee, PP07.7
Inserting Tables........cccoocvveeeeviiiieeiiieee e, PP07.3
Merging and Splitting Cells............c...c........ PP07.19
Navigating Table Cells with the

Keyboard........coooiiiiiiiiiiiic PP07.5
Selecting Table Cells ......cooeeiieiiiiiiiiieee PP07.8

Quick Reference Tables  Xi

Labyrinth Learning http://www.lablearning.com





