Microsoft PowerPoint
What’s New in PowerPoint 20037 IE'

TASK PANE

¢ There is now a keyboard shortcut to open the task pane area:
CTRL +F1

¢ There are navigation buttons at the top of every task pane:

The ‘Home’ icon will display the ‘Getting Started’ task pane
¢ Word 2003 has several new task panes:

Getting Started .
:et tted * X

2, 6ffice Online

izetting Started

Help

Search Results
Clip Art
Research

Clipboard

MNew Presentation
Template Help
Shared Warkspace

Document Updates

Slide Layout

Slide Design

Slide Design - Color Schemes
Slide Design - Animation Schemes

Custom Animation

Slide Transition

Change capitalization
Find out how to hide a slide

Use Visio drawings in
presentations, and more (S0-min

Get online information
from Microsoft Office
Online

Get HELP — same as ol
‘Help’ box on menubar — T Sesrth or: -
results displayed in I

xample: “Create an org charl

*Search Results’ task pane

Open L

powerpoint - Abe Lincoln
Presentation?

Presentationl

Open one of the last 4
presentations that
you’ve worked on

Display the OPEN 41 Fish
dialog box %

] Create anew presentation...

Open the ‘New
Presentation’ task pane
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New Presentation

Basically, the pre-2003 ‘New Presentation’ task pane has been split up:

New Presentation

New
] Blank presentation
&) From design template
@ From AutoContent wizard. ..
gﬂ From existing presentation. ..
Photo alburn, ..

existing presentations are now in the ‘Getting Started’ task pane and brand Templates

new presentations were left in the “‘New Presentation’ task pane

NOTE: The ‘New Presentations’ task pane has a new position in the task

pane list.

Research

PowerPoint now has a thesaurus! If you click on TOOLS >
THESAURUS, the ‘Research’ task pane will be displayed.

But, you can search for more than just synonyms!

You can search any or all of the following reference books:

: English {Morth America)
Thesaurus: English {U.5.)
Thesaurus: French (France)
Thesaurus: Spanish (Spain-Modern Sort)
Translation
All Research Sites
Encarta Encyclopedia: English (Morth America)
Factiva ttforks™
HighBeam Research
MSH Search
All Business and Financial Sites
5K Money Stock Quotes
Thomson Gale Company Profiles

Search online for:

03 Templates on Office Online

I!EJ On rivy compuker,

[ On oy Wb sites,.,
Recently used templates

2007 calendar (12-pp)
Ocean, pok

: Research ¥y X

€10

Search for:

All Reference Books w

& v

Tepe fext fo fook yp in a
variety of research and
reference rervices.

You can afro press AL T and
gk & word fo start 8 Fearch.

% Get services on Officz
Marketplace

,’;l Research options...

Click ES) on the standard toolbar to open the research task pane - ALT + click is the

shortcut.

During the search, the 2| button becomes a red square. You can clic
square to cancel the search.

k the red

Thesaurus: Clicking on a found word in the thesaurus will look up that word.

To replace, point to the word and click the down arrow
click “Insert.’
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Help

EWordHeIp * x
This is the central ‘Help” source. In fact, F1 will now open this task =~ fseetance u
pane.

&3 Table of Contents

Not only can you get help on a topic you enter in the “‘Search for:’ C2 Sffice Online

box, Microsoft offers suggested topics. PR
 } ISth or hide white space in print
atyouk e

Customize keyboard shortouts

Did you know Microsoft has courses online on numerous topics? Hore...

CliCk on ‘Tralnlng-’  » @] Assistance
@ Training

gﬁ Communities

Have a problem and can’t find an answer? 43 Downioads
Click on ‘Communities.’ See also m
What's New

Accessibility Help
Online Content Settings...

Click on “What’s New’

| Contack Us

Search Results

When you asked for Help, the possible help areas are displayed 5 o
in the “Search Results’ task pane. Rslnoicoiel

Q] Cuickly copy Farmatting with a’
the Farmat Painker

There’s an icon before each entry. The icons indicate what type
L. . R . Scr\p_terght Scregnplay
of source this is on Microsoft Office Online: e s o

Marketplace listing on Microgaft OFf|

Q] Derma: Copy Formatting in &
single click with Format Painker

ICON INDICATES

_ IoF Playwright: write, edit, and
|@I H e I p Farmat a stage play in Word
@ An Artlcle Iﬂ_] Research paper in MLA Format
g Training —
j“& A M arketp I aCe L i sti n g Wicrosoft: Office Online i

Format E3

IEIJ A Temp late @ Can'tfind it?
g Web Page
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Shared Workspace and Document Updates

Not used at OCC - need Microsoft SharePoint Services.

Template Help  Template Help v x
. . . Template Help B |
This task pane is only active after you download a template from the b e
MICFOSOft On“ne S|te fﬂrtol:; éhtzﬁ?.:éﬁ[ remove a fill
Position or align text in a table
When you download a template, the following will be displayed: eerch fr:
Feedback B |

Rate this template:
Microsoft Office Online | e Ty I IS

Change. ..
Links ko additional assistance and resources are available For this document and For all documents created from the
P templates available on Microsoft Office Online,

\‘J/ Do vou wank to automatically download and display these links in the Template Help pane each time they are

available?

This will be displayed each time you download a template until you click “Yes.” If
you click “Yes’ then the Template Help task pane will be active each time you
download a template.

To download a template, display the “Slide Design’ task pane. The last design
displayed will be:

Cresign
Ternplates on
Micrasaft
Office Online

Click on this image to go to the Microsoft Office online site. Select a design template
and download. The ‘Template Help’ task pane will now be active.
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Package For CD

This will let you put your presentation, all supporting files,

including linked files, and PowerPoint Viewer on a CD for [l " . X
. - - {e opy presentations ko a at will play on computers

use at a location that doesn’t have PowerPoint installed. @2 1unming Mcrosoft Windows 50 Second Edtion o Iater, even
Click FILE > PACKAGE FOR CD on the menubar. Hame the CD:

Files ta be copied:

Presentation] ppt
Click the OPTIONS button to exclude the PowerPoint Incsiod by daFai, T e thie, ik optors.
Viewer if you know this CD will always be used at

computers with PowerPoint.

New Slide Show Navigation Toolbar

There is a new slide show navigation toolbar in the lower left corner of your slide
show.
Move your mouse pointer to that area and the following toolbar will be displayed:

The button will display the prior slide.

Arrom

# | Balpint P
The button will display a drop down list of ink annotations % ..
selections. T
There are new pens: “felt tip pen” and ‘highlighter” in addition to D

the “ballpoint pen.” The drop down list indicated the default color ~ —
for each:

ballpoint pen - Dblue
felt tip pen - red
Highlighter - yellow

et
Previous
Last Yiswed

The button will display a drop down list of options: Gotosice

Custom Show »

Screen »

Help

Pause

End Show

The button will display the next slide.
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The right click drop down list has a few changes,
primarily additional pen selections and the absence of
‘Meeting Minder’:

New INK Annotations

As displayed above under “New Slide Show Navigation
Toolbar,” there are new ink annotation options.

In addition, you can keep the ink annotations that
you’ve made during a slide show.

To keep the annotations:

1. Click TOOLS > OPTIONS on the menubar and
check ‘Prompt to keep annotations when ending.’

Hext
Frevious

Last Wiewed

GotosSide  »

Custom Shaw  »

Sereen 3
Fainter Options + 5] aron

Help # Ballpoint Pen
Pause #| EekTipPen
End Show 4 Highligher

Ink Color »
Eraser

Erase Al Ink on Slide

Arrow Options 3

wertical ruler
windows in Taskbar
Slide show
Prompt to keep ink annotations when exiting
Show menu on right mouse click
Show popup toolbar
End with black slids
Default view
©pen all documents using this view

The view saved in the file -

Save Security Spelling and Style
Wigw General Edit Print
Show
Startup Task Pane
Slide Layout task pane when inserting new slides
Status bar

Cancel

2. When ending your slide show, the following will be displayed:

Microsoft Office PowerPoint

! E Do you want ko keep your ink annotations?

You can ‘Keep’ or ‘Discard’ the ink annotations that you’ve made during the

slide show.

If you select ‘Keep’ and save the slide show, the next -

time you show this slide show, the ink annotations from Last viwd

the prior slide show will display! Under *Screen’ on the WL

right click option list or the button on the toolbar, | e '| —

M . - . Creen 4 Black Screen
cllck ‘Show/Hl_de Ink Markup’ to display or not display S B | i
the ink annotations. Hel ShomlHide Tnk Marhup

Pause Speaker Mates
End Show Switch Programs
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Don’t forget the shortcuts available to switch from pen to mouse pointer:
e CTRL+P for a “felt tip pen’

e CTRL + U for a mouse pointer

You can also ERASE one or all annotations on a slide.

Smart tag support

Smart tags are now available in PowerPoint, but they
primarily interface with Microsoft Outlook. So, they are not

used at Oakton.

Meeting Minder

Is no longer available.

You may want to use Speaker Notes.

Little Things

Start Show from Current Slide
SHIFT+F5 is now the shortcut to start show at the current slide.

Same as pressing =T in lower left corner of screen

? on Dialog Boxes

AutoCorrect @E]

AutoCorrect || AutoFormat fs You Type | Smart Tags

types of data in your presentations. For
ans yau can perform with that data,

il Symbol (Smart tag lists)
Person Name (Dutlook e-mail recipients)

[ check Presentation... | [ More Smart Tass... |

[JEmbed smart tags in this presentation

Have you ever used the question mark on dialog boxes to get help? In prior :
versions of Word, you get a yellow pop-up box with information.

Frequently, this was all you needed to be reminded of a little used option on the

dialog box.

Now, using this question mark sends you to the help window!
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What’'s This

Is no longer available.

Easier Online Access

As you’ve seen, you have online access throughout Word 2003. But, if you ever need
immediate access, click HELP >MICROSOFT OFFICE ONLINE on the menubar.
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