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Starting PowerPoint

e Double click the PowerPoint Icon on your desktop.

e You will be taken to the PowerPoint Workspace

Developer Acroba

= - i= - ESE iz i~ hNOoo - %& (), & shapeFin - 4 Find
SiE = ol é

New .. . B 7 U 8 abe &V~ Aa- | A - = A—L—L'ED& Arrange Quick

Slide ~ = Section ~ = e EIRIAS A ¢ « " Styles - = Shape Effects - | [§ Select ~

Font ] Paragraph ] Drawing ] Editing

Z Shape Cutline ~ ﬁl," Replace =

Click to add title

Click to add subtitle

Click to add notes




Setting the Size and Orientation of your Poster

The most common size of poster is AO (84.1 cm x 118.9 cm), the maximum poster width and height that PowerPoint
will allow is 140cms or 56 ins.

To change the size and orientation

e  Click the Design tab on the ribbon Design
—
e C(Click Page Setup j
Page
Setup
e Adialog box will appear:
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o Inthe ‘Slides sized for:” drop down menu, select ‘Custom’
o Type 84.1 in the width box and 118.9 in the height box for an AO Portrait poster.

If your poster requirement is for a portrait style poster (tall and thin), then click the portrait orientation button to
swap the values around for a portrait layout.

e C(Click OK to see your new AQ slide. Your workspace should now look similar to the picture below.
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Display a Grid

When we come to introduce the different elements to our poster, it is beneficial to use a grid and to help us align
our images and text.

Turn on the Grid

e Right click on any blank part of the slide and left click Grid and Guides....
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e Inthe Grid and Guides dialog box, leave the spacing as is and put a tick in all the boxes except the one
named ‘Display drawing guides on screen’.
e C(Click OK
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You should see the grid overlay on the workspace




Apply a Background to your poster

To access the options for changing the background,

e Right click on the slide and left click ‘Format Background...’
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This dialog box contains three main options

e Solid fill : Applies a wash of a single colour across the background

e Gradient fill : Applies a blend of two or more colours gradually acrossthe background

e Picture or Texture fill : Applies a large single picture background or a regular tiled picture background

We do not recommend using the transparency function to lighten the background image of a poster as this has
proved to print unpredictable results



Examples of each are shown below (without the grid showing for clarity)
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Add Text to your Poster

Insert
e Click the Insert tab
&l

A

e click on Text Box
Text

EBox

e The cursor will change shape to that of a long cross
o |eft click anywhere on the slide to place the text box.

e C(Click the bottom right hand circle on the text box, hold, and drag it to the right to make it larger.
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e C(lick inside the text box to start typing.
e You can also copy and paste text into the text box from other packages.

i

f : winimsid ; it
- THestibulym ante iosum primsin fayclbys orclluctis et ([ 00

“|isftrices posuere cisbilia Curae; Nulla volitoat aliduet
\ehicula. Duis frinzilla léctus dapibus massa pharetraa
bretium im, Nulla t rou ut isi eleifend
et peller tie. Ut malesuada turpis eget

T |y Vitae id tortor, Yestibulum . I 177
""" larcs oici; 2t futrum vel, lobortis ron [ 1
“|felis. Nunc nec auzue auis enim convallis semper vitae'

on justo. Etiam ipsum velit, tristique a iaculis el
lobortis et urna. Ut ut risus sapien. Sed mollis Iobortis
I get diet. £r0s non
raliquam porta, Mauris dolor odio, consectetur. ©[ | ©
""" uis fermentum quis; luctus vitae dui. Nunc ultricies © " © * 71

vulputate purus ac adipiscing- Duis nisi nibh, fringilla
Inecaccumsan ey, accumsan in enim. Ae;

| mattis accursus vel, viverra vel juste.
ltellus,sapittis it amet viverraret; dignissim et mi;

e To rotate the text box click and drag the green control circle at the top of the box in a circular motion.




To change the font, colour, and size of the text in the text box, highlight the text:

e Click on the Home tab
e All the options are under the Font section on the ribbon.
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Add a WordArt Title

4

WordArt

-

e Click the Insert tab and click WordArt

. You will be presented with a list of text styles of different colours and shadows.
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e Select anyone of these letter ‘A’s and left click anywhere on the slide

You should see something that looks like this:
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If you decide that you would like to change the colours or style of the word art later,

e click on the text.
e Another option called Drawing Tools will appear on the ribbon:

Clicking on the Format tab will open all the drawing tools on the ribbon. To alter the WordArt text we need to a use

the section marked ‘WordArt Styles.’
A
A A e

WordArt Styles I

Clicking on the letter ‘A’s in this box will automatically alter the text.
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Add a picture

There are two ways to add pictures to a PowerPoint slide.
You can either drag an image from the desktop or

You can use the Insert Picture function.

To insert a picture:

e Click the Insert tab Insert
I

e Click Picture \ﬂ‘

Picture

e This will open a browser window to ‘ Pictures’. You can however, navigate to other folders from here.
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e Select the picture file that you want to use and click insert.
e Resize the picture using the controls on each corner and edge of the box surrounding the picture.
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You can rotate the picture by clicking and holding the green control at the top of the picture and dragging
around it.




Working with Excel

Insert a Chart into a PowerPoint slide

In this example, there is an Excel file with some data and a chart on the same worksheet. This is shown in the
screenshot below.

o Left click on the chart, so a box appears around it.
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e Right click inside the chart and select Copy from the menu. 2 | paste Options:

o
Reset to Match Style
Font...

Change Chart Type...
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e Switch to your PowerPoint document,

e Right click anywhere on the slide and click ;%, under Paste Options.

Your graph should appear on the PowerPoint slide.

W-users

The data on this graph is linked to the Excel spreadsheet as long as the file locations are kept as they were when the
PowerPoint was created. If the file has moved, you will need to update the link between the chart in PowerPoint and
the data in Excel. To do this, open the PowerPoint slide and take the following steps:

e C(Click the File tab n
e Expand the menu under Info
nfo
rF =

e Click Edit Links to Files under Related Documents R
elated Documents

Bl Cpen File Location

&3 Edit Links to Files

Show All Properties
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A dialog window will pop up showing the links to files embedded in the PowerPoint document.

|

Links: Type pdate
C:\Wsers\gb'\Desktop'stats\publisher stats... Chart Manual

Change Source...

Break: Link

[ ]
[ ]
| GpenSource |
[ |
[ |

Source: C:\Users\gb\Desktop'stats\publisher stats 2011, xdsx
Type: Chart
Update: (71 Automatic @ Manual

In this example, there is only one link. If you have several charts from several different excel sheets, please be careful
when changing any of these link settings.

e Highlight the link to our chart as shown in the graphic.

e C(Click the ‘Change Source’ button.

e Afile browser window will pop up, navigate to the Excel file’s new location.

e Clicking Open will close the file browser and take you back to the Llinks” window.
o C(Click the ‘Update Now’ button and close.

If all is successful the graph should now be linked again to the Excel page.
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