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PowerPoint with Punch
My name is Anna Rozyk and | am Assistant
piman® Training Manager at Pitman Training in Notting
Hill and High Holborn, London.

Gel the Piiman Advantage ™
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PowerPoint with Punch creating presentations that really pack a punch.

Most of us have been to presentations that, to

be frank, are awful. The presenter is dull, the
aLISSOK AayQid oOSNeB SEOA
presentation is just a load of bullet points. This

has led many observers to suggest that
PowerPoint is dead! This is just a workman
blaming his tools! | would argue that PowerPoint is not dead but it is now an even better tool in
enhancing a presentation than before. The key is really to know how to use it in the context of an
SEOAGAY3T LR 6SNFdzZ LINBaSyidlidAaz2ys odzi GKAA (1
learn and put in some real hard work you too can create presentations that will Wow!

Anna Rozyk
Assistant Training Manager

at Pitman Training Centre in High Holborn
and Notting Hill
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In this presentation | want to cover three main What we’ll cover:

areas:
e The Basics of creating a Presentation

e Compelling reasons why you should use

Visuals

The Basics of creatinga Compellingreasons why

e Packing a Punch with PowerPoint ¢ my top Frssiecion YU Mt e Viniie
tips on how to maximise the potential of
your PowerPoint presentation.

The Basics
[ SidQa KIFI@S | t221 G GKS ol arodoa FTANRGO

Who is your audience?

The first thing you need to know when creating a presentation is who your audience is. For example
a presentation for work colleagues would be very different from one to be given to members of the
public or a sales presentation. So the way you give your presentation will need to be influenced by
GKS (el 2F LINBaSyidlridizy & TumauiBesearsh@khEBvithlg6R & K
the success of the presentation.
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How long have you got?

How long will the presentation be? s it half an hour or a full hour or longer? Once | know how long

L KFE®S L OFly SadGAYFGS (GKS ydzroSNI 2F g2NRa LQf
would estimate approximately 2,500 words or for an hour approximately 4,000-5000 words. This can

all go drastically wrong though if you have a presenter who gets a bout of the nerves and speeds
GKNRdzZAK GKS LINBaSyidlidAazye  2dz Oy FAYR (GKSeQf
come back to this point later.

How long do you need to create a new presentation?

When developing a brand new STan®
presentation, plan on spending 1 hour of The Basics
preparation time for each minute of

presentation time. In other words, if the | S EIEEEES

speech is for 20 minutes, you should
invest 20 hours in research, development,

( ) How long have you got?

|

organizing, outlining, fleshing out, and | KN
finally rehearsing the presentation. Sound oY ————

like a lot of time? It is, but it's absolutely
necessary if you want to deliver a
dynamite presentation.

Write it down and rehearse it.

52y Qi adF NI 6AGK t26SNX2AYyGH

Some people start a presentation off with PowerPoint. The best speeches however, are written out
in full first and PowerPoint is created after. If your job is to create PowerPoint presentations for
other people and they say they never write anything down, then the very least they can do for you is
to take you through an example of what they plan to say. That way you can take down notes and
help build the basis of the speech and you never know, it might even make them realise they should
write it down.

Write it down and rehearse it

Great presenters think through every word they wanttosay. TK S@ R2y QG NBf & 2y A
day with a few notes jotted down. They write it down and rehearse it. When | mentioned earlier

about people who get a bout of nerves and eat through words in presentations, the likelihood of this
happening, if rehearsed and in particular time rehearsed, is reduced.

hyz tSGQa y2¢ (Gdz2NYy (2 GKS t26SNI2AydG LINBaSyal
you enhance your PowerPoint Presentation | want to give you a compelling reason as to why it is still
an important tool in enhancing a presentation.
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Get the Péman Advantage™

Why should you use visual aids?

7% is text.

training

Why should you use

visual aids?
Now | am going to look at why we should use
visual aids in a presentation.

1. How we take in information during a
presentation

Professor Albert Mehrabian did a lot of
research into how we take in information
during a presentation. He concluded that 55%
of the information we take in is visual and only

There are some important conclusions that we can take in from this information:

1.

If we take out 55% of the information that people get from visuals and 7% that they get from

text, then when you are delivering a speech, you are only using 38% of a communication

medium. So you do need to use visuals and
a little text as well.

In fact, you should use visuals whenever
you can in your presentation. Pictures,
graphs, tables and props will always better
communicate your message that plain
bulleted list.

Sometimes we cannot avoid using bullet
points in a presentation. The best thing is to
try to keep them to a minimum, and
whenever possible use pictures or SmartArt
graphic instead.

pitman®

How we take in information

during a presentation
\

In a speech you are only using 38% of the
\ comminication medium
D Use visuals (pictures, graphs, tables, props)
\ whenever you can

Ditch the bullet points

/

Remember, one of the most powerful things that you can do to your presentation is to add in visual

Message retention after 2 days
50%o
Bullet Visual
Points Slides

PowerPoint with Punch
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aids.
2. Making the presentation memorable

In a Study at the Wharton Research Centre they
showed that using visual slides had a dramatic
effect on message retention. You can see here,
that message retention after 3 days was
significantly better with visual slides than to bullet
points.
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w hyte wmm: 27 A

presentation contains bullet points.
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visuals.

3. Achieving your objectives

If | said that | could double your chances of achieving your objectives in a presentation with just one
piece of advice you would probably be very sceptical. And yet if you use visual images that is just
what happens.

This study by Decker Communications showed that by %o chance of achieving objectives
using visuals in your presentation you could expect
roughly to double the chance of achieving your
objectives.

67%

When using visual slides you are 67% likely to achieve
your objectives compared to just 33% when using text
slides. So you are twice as likely to get your message
across if you are using pictures, graphs, tables or other
visual objects.

Bullet Visual

And if you are trying to create a sales presentation, just Pl Slides

imagine the impact.

D NB | {inbw foc® dnQviat PowerPoint can do for you!

| want to give you 13 top tips that you can start using immediately to create a PowerPoint
Presentation with Punch.

Here is what we will cover:

int Ti
13 Top PowerPoint Tips eanng)
* Themes * Screen Capture
* Customising the Ribbon < Key Tips
* SmartArt * Enhanced Media
* Animation Painter Capture and Editing
* Photo editing * YouTube
« Artistic Effects * PowerPoint to Video
+ Background Removal * Broadcast Your

Presentation
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1. Themes

[ SGQa aidlFNI 6AGK (GKSYSaod ¢KSYSa IINB Iy

amazingly useful feature that can help you tman®
Themes

easily create the right look for your
presentation and coordinate all your Microsoft

Office documents instantly. )@
l Lolou j

A theme is a coordinated set of fonts, colours,

and graphic effects that you can apply to the Foule
entire document just with a single click. The
same themes are available for your PowerPoint
presentations, Word documents, Excel
spreadsheets, Outlook email messages or even
Access database forms and reports; so it's now
extremely easy to create your own personal or business branding throughout all of your documents.

A themeis a
coordinated set of:

1. To apply a theme to the presentation, first you need to click on the Design tab to access the
Design ribbon options.

2. Hover with your mouse over any of the design themes shown. Thanks to the lovely Live Preview
feature introduced in PowerPoint 2007, the theme that you hover with your mouse over is
immediately reflected on your slide so you can see what it looks like before you actually apply it
toyour presentatioy ® ¢ Kl 1 Qa KIFyReé>X AayQd AGK

3. If you want to see all the design themes available for you, just click on the down arrow called
More Button and you will be able to see a full gallery of themes.

4. {23 £8G0Qa GNB I TS¢ RSAAIVnam®SYSE y26d L (K

5. Finally, once you have found the design theme that suits your slide show best, simply click on it
to apply it to your presentation.

As you can see, theme affects the style of the whole document, providing a consistent look and feel
across all its elements. Thismeans G K . @2 dzNJ LINBaSy il A2y Qa Gl of S
and other objects will pick up the formatting that matches your selected theme.

You can also mix and match a slide design with different colours, fonts and effects to quickly create
your own custom look. So, I am happy with the theme that | have picked up, but | want to change its
colours so that they match my corporate colours better. If you want to keep your modified theme
for a later use, you can save it by clicking on the More Button and then Save Current Theme option.

As you can see, themes are a real time saver. They allow you to apply the same design to the whole
of your presentation, without having to format each slide separately.

Creating a presentation can be quite time consuming. That is why it is important to make
PowerPoint work for you efficiently. Customising your Ribbon to suit your needs is where you should
start and | will now show you how to do it.

PowerPoint with Punch www.holborntraining.co.uk 5
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2. The Ribbon

pitman®
training

PowerPoint 2010 allows you to create your own custom tab on the Ribbon to keep all the features

you use most, right where you need them.

So, let me demonstrate this to you with some
screenshots:

1. To start you simply need to right-click
anywhere on the Ribbon and choose
Customize the Ribbon option.

(traming |

Create a New Tab

3. On this occasion | will stick to Popular
Commands. Now choose the commands you
use most, and move them to your new tab
by clickingon Add button. Use the up and
down arrows to reposition your commands if
necessary.

pitman®

Customise the Ribbon

pitman®
(traning |

Customise the R‘ibbon

B B 79 St < Mmoot

ok

| Click to add title

2. Then click on New Tab near the bottom of the
dialog box. In the Choose Command From list,
you can select your favourite commands either
from the default list of Popular Commands, or if
you want to see absolutely all the options
available, use the down arrow to select from All
Commands.

pitman®
(training |

Customise the Ribbon

[er—

4., ¢KI 0Qa yz2i
your tab by clicking on Rename button near the
bottom of the dialog box, type in the name of
your tab (I have put my name there) and position
it anywhere on the Ribbon using up and down

orntraining.co.uk 6
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keys again; it can be the first tab you see, orthelast. L G Q& G2 G £ £ &

Click OK to accept your changes and you can now enjoy the new efficient set of commands that you
have grouped in one convenient tab location.

== So, we have customised our

Insert Design Transitions Animations Slide Show Review View Format

B Yromsonee iEsuese [ Ribbon. N2 g f SG Q& R?2
oven o e romu 7 B oo e work on our presentation.
3. SmartArt
Earlier | mentioned the Decker Communications
study (about the importance of using visuals in pitman®

a presentation) and now | want to help you

create a powerful presentation avoiding

standard bullets and creating a rich visual treat SmartArt
for your audience.

Get the Pitman Advantage™

SmartArt is a visual representation of a bulleted gvisualirepresentationetabullteditext

text. It not only enhances the visual appeal of
your information but also helps communicate &]
your idea better. So whenever you can, try to
convert your bullet points into a SmartArt

graphic.
With SmartArt, you can create various types of
SmartArt Layouts diagrams, ranging from simple lists to process or
hierarchy  diagrams, organization charts,
e - T relationship, timelines, and many more. The best

thing to do is to experiment with different types
and layouts until you find the one that best
illustrates your message. Just remember, that
your graphic should be clear and easy to follow.

| am now going to show you how incredibly easy
Microsoft have made working with SmartArts for
us.

Let me bring up some boring bullet points from my demonstration presentation.

To convert the content of the text placeholder to a SmartArt graphic, you need to click anywhere in
the text box with bullet points and then click on Home tab and Convert to SmartArt button in the
Paragraph section on your ribbon.

You are then presented with a selection of different SmartArt layouts. Similar to themes, if you place
your mouse pointer over any of the SmartArt thumbnails you will get a live preview of the selected
layout. | will choose the Vertical Bullet List for this example but just with a single click | can change it
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to a completely different style, for example a Pyramid or a Trapezoid list. Any of those

layouts looks much better than boring bullet points.

C2NJ I ff FT@FIAtflIo0fS {YFNIL! NG fle2dziazx 32 G2 GKS
fA&G 27F I &2 duickly@y afed af2hsidh B dhidis Wwh& jio0r dulleted list would look

like as a Basic Cycle or a Step up Process. Bear in mind though, that some layouts may not be

suitable for the type of information you want to present.

I will switch back to our Trapezoid list for a moment to show you how easily you can customize your
SmartArt graphic.

You can add and remove shapes from your SmartArt and the layout of the graphic will adjust
accordingly. So, if you need an extra shape in your SmartArt just click on the Add Shape button in the
Create Graphics section on your Ribbon. If you want to delete one, simply select it with your mouse
and press the DELETE key on your keyboard. It is also possible to reposition the shapes within your
SmartArt graphic, by clicking on the move up or move down buttons on the ribbon. And if you need
G2 SRAG GKS GSEG Ay @2dzNJ { YFENI! NIE GKFdQa yz2i
the relevant button on the ribbon or simply click inside the shape to edit the text directly from there.

The SmartArt Tools Contextual Tab that comes up when you select an object and gives you a lot of
tools to format your graphic design as well. You can change its colours and styles and you can see
here that they will always match the formatting of your current theme. If you fancy spicing up your
SmartArt a bit, try applying some effects to it.

| am sure you can now appreciate how easy it is to work with SmartArts and you will now be able to
use them in the next presentation you will be asked to create.

4. Animation Painter

Another feature that is bound to bring more life to your PowerPoint slide show is animation.
However, the rule to remember is that we should use it sparingly, as too many animations will
distract your viewers and make your presentation look unprofessional. Here is a little tip to help you
maximise animation effectiveness in your presentation.

With PowerPoint 2010 you can actually copy all

o _ —
the animation effects of an object to another
object, slide, multiple slides or even another

presentation. This feature is a real time-saver

and works in a similar way to the Format Animation Painter

Painter which | am sure you all are familiar

with.b2g @2dz R2Yy Qi KI @S Ccoly2nimatidR fRom oheyotheX¥dndi A 2 y
effects separately to each object. There is not apply it to another.

even a need to remember which animations

you have selected to be able to reapply them.

So, to copy the animation from this SmartArt
graphic to another object, all you need to do is to select the graphic and click on the Animation

PowerPoint with Punch www.holborntraining.co.uk 8
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Painter button in Advanced Animation group on your ribbon. Then, simply click on the
object to which you want to apply the same animation and the job is done! So, as you can see,
Animation Painter is an awesome way to keep your animation effects consistent throughout the
whole presentation.

5. Photo Editing

PowerPoint 2010 comes with many powerful photo-editing tools that will transform your images
into impressive, vibrant visuals and turn any presentation into a work of art. They are all located on
the Picture Tools contextual tab that comes up when you select an image.

[ SGQa KIFI@S | Ot2aSNJt221 +ta I ¥Sg 2F (KSYO®

Photo Editing — Brightness PowerPoint 2010 now allows you to apply some
Correction corrections to your image if it is not of the best
o = quality. So, for example if your picture is too dark
and you want to brighten it up a little to be able
to see more details, you just need to click on the
Corrections button and adjust brightness and
contrast from there, as shown on this slide.

L E
2
z
g
z
>

With PowerPoint 2010 you can also experiment

with the colours of your picture. With yourimage = photo Editing - Recolour
selected, just click on the Colour button and you — -

will be able to change the colour saturation and 2 iPpEnmsaaasoEn i ur
temperature or the colour tone. As you can see :::::::

on this slide, you are even able to completely erreErr

recolour your image! ‘ﬂﬂffﬂﬂ

But it is not only that. With PowerPoint 2010 you
can also apply styles and visual effects to your
pictures, such as shadow, glow, reflection or
even 3-d rotation. The best thing to do is
experiment with all those options, knowing that even if you mess your picture up, you can easily
bring it back to its original shape by clicking on the Reset Picture button.

PowerPoint with Punch www.holborntraining.co.uk 9
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7. Artistic Effects

Do you want to get really creative? With PowerPoint 2010, you can add some stunning effects to
your pictures by applying different artistic effects. Some of the brand new effects include Pencil
Sketch, Line Drawing, Chalk Sketch, Watercolour Sponge, Glass, Pastels Smooth, Plastic Wrap, Glow
Edges, Photocopy, and Paint Strokes. So now you can make your images look more like a sketch,
RN} gAy3az 2N S@Sy LI AYyGAy3a odzi &2dz R2y Qi ySSR
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| have a lovely picture here, taken near our Pitman
Training offices in High Holborn. In a moment, | will
show you this picture with four different artistic
effects applied.

Artistic Effects - Glow Diffused ArichcEtiecPancern o=

Artistic Effects - Cutout

LYLINB&&AAGSE AayQld AGK
PowerPoint with Punch www.holborntraining.co.uk 10
© Holborn Training Ltd




pitman®
| o | training
The thing to remember when working with artistic effects is that you can apply only

one effect at a time, so applying a different artistic effect will remove the previously applied.

2 KAETS 6SQOQNB ¢g2NJAYy3 gAGK LAOGdINBaszE tSG YS aKz

7. Background Removal

Have you ever been in the situation where you had a perfect picture for the presentation that you
were working on but this picture had a detail you desperately wanted to get rid of? Or maybe you
need to use a photo of your boss in your presentation and you are wondering how to remove the
plant sticking out from behind his head?

Until now the only way to remove a distracting or unwanted detail in the picture or to highlight its
subject was to use expensive photo editing software and learn the complicated process of selecting
and removing portions of the image.

PowerPoint 2010 comes to the aid here by
introducing a Background Removal tool that

will automatically remove the background of

the picture or any other elements that we
R2y Qi ySSR® ¢KA& OFy I
automatically, with very little effort or fine
tuning from the user.

Background Removal - Before

a r S <rosch Powes Pcture Yook

You will find the Remove Background button
on the Format Picture contextual ribbon
among other picture editing tools.

The next slide will show us the same picture of o
the same man, but this time without the ... and After
building and the car behind his back.

{22 OGKIFdwa éebpromseQaudzNEE | YR
that this was done in PowerPoint, not
Photoshop.

PowerPoint 2010 has some more magic tricks
for you.

8. Built-in Screen Capture

One of the elements that you may want to include in your presentation is a "picture” of a screen
from the Web or an application. It shows exactly what you are talking about, and in this case a
picture can be truly worth a thousand words. You might also like to use screenshots for capturing
snapshots of information that might change or expire or simply to record onscreen activity.

PowerPoint with Punch www.holborntraining.co.uk 11
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PowerPoint 2010 now includes a

brand new screen capture tool that
automatically takes screenshots of all open

applications on your desktop and allows you to

Built-in Screen Capture insert them directly into your presentation ¢ all
without leaving the program. How amazing is

Take a picture of your screen. that?
> > —' Screen Capture feature can be used in two
@ ‘ different ways: you can either insert a

screenshot of the whole program window or use

the Screen Clipping tool to select and clip just a
part of a window. Bear in mind though, that only windows that have not been minimized to the
taskbar can be captured.

9. Key Tips

4

[ 84 YS (118 &2dz GKNRAAK 6Kl GQa ySs Ay 1S5e02l NR

The first absolutely new thing is that now they
are called Key Tips. fraining |

Get the Pitman Advantage™

PowerPoint 2010 provides keyboard shortcuts .
for the ribbon so that you can quickly perform Key Tips
tasks without using the mouse, no matter

where you are in the program. Shortcuts

{
\

Every command in PowerPoint that uses a
ribbon can be accessed by pressing an access
key and you can get to most of them by using
two to four keystrokes.

This innovative feature is activated by pressing the ALT key on the keyboard. This will display the Key
Tip badges for all the tabs on the ribbon and

= pitman® i i
Key Tips iomlr;ands that appear in the Quick Access
oolbar.

Pressing the key on the keyboard that
represents a tab will open that tab and display
all the commands within, along with their Key
Tips too. To activate any command you would
like to use, just press its Key Tip.

Press Alt to toggle the display of Key Tips.

To make it easier for us, Microsoft has tried to

use the letters that you would intuitively

associal S 6AGK GKSANI Fdzy Ol A 2
forthel 2YS G116 WIQ Ad F2NI ! yAYFGA2yas { F2N {fA
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Now | am ready to demonstrate how Screen Capture feature g 2 NJ & X ruin2
through how we would insert a screenshot of anaci A @S gAYy R2¢ G2 | aftA
Tips:

First you need to press ALT to activate the key tips, then N for Insert Tab on the Ribbon and finally SC
for Screen Capture. If you want to insert a screenshot of the whole window, simply press Enter at
that point. If you prefer to clip just a part of your window, press C on your keyboard for Clipping Tool
and then, with your mouse, select the screen area that you want to insert into your slide. [ S 4 Q &
a part of the ribbon. As you can see, it is really easy.

[ SiQa Y20S .62 OARS24a ySEI
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10. Enhanced Media Capture and Editing
Videos can bring a totally new dimension to your presentation and PowerPoint 2010 makes it
extremely easy for you to add videos to your slide show.

It also provides you with some pretty impressive built-in

video editing tools which can be found on the Video  Ephanced Media Editing Tools
Tools contextual ribbon. Now you can add fades, 3D
rotation, live reflections and many other effects to your
video to give your presentation a professional
multimedia experience. PowerPoint also allows you to
format the video shape, border and you can even adjust
its brightness and contrast and other colour options. And
believe me; it is all done directly from PowerPoint.

This slide shows you an example of how you can format
the shape of your video and add a reflection effect to it.

n | YVIF2Nldzy §Stexs 6S R2y Qi
Enhanced Media Editing Tools those fascinating features in detail now, but if
you want to impress your boss or your work
colleagues with your PowerPoint skills, come to
Pitman Training in Holborn or Notting Hill to
learn all the latest PowerPoint tricks.

Today | would like to show you just one that is
really exciting. This is one of my favourite video
editing toolsX A ( Q& iroPblderyorit 2018 &
and it is called video trim.

pitman®
.. R . _ i i (fraining |
S2 YSUAY Just noh effétive to show an entire Trim your Video -

video from start to finish in your PowerPoint slide
show. Usually the interesting parts are squeezed
between lots of irrelevant content that might be
boring to your audience and make your presentation
way too long.

PowerPoint with Punch www.holborntraining.co.uk 14
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Trim your Video

training

Now you can choose exactly what to share
using the brand new video trimming feature.
Simply insert a video into your presentation,
right click on it and select the Trim Video option
from the short cut menu. In the dialog box that
comes up you can drag the handles at the
edges of the timeline, or simply adjust the time
values in the Start Time and End Time boxes.
And when you compress your finished
presentation, the unused portions of the video
are discarded from the slideshow file.

So, as you can see, with PowerPoint 2010 you can get straight to the point!

11. YouTube
PowerPoint 2010 not only allows you to embed
videos from the hard drive into your

presentation. Now you can show off with your
PowerPoint skills by inserting to your slide show
videos from websites such as YouTube. And it is
phenomenally easy; here are the steps and some
screenshots for you:

1. First, in your browser, go to the website that
contains the video that you want to insert,
for example YouTube.

2. On the website, locate the video, and then
locate and copy the Embed code, you can
find it under the Embed button that | circled
for you.

4. Back in PowerPoint, on the Inserttab, in

the Media group, click on the

under Video.

arrow

5. Select Video From Web Site.

6. Inthe Video From Web Site dialog box, paste
the embed code, click on Insert button and
the YouTube video has been added to your
aft ARS aK2gH ¢KIGQa

PowerPoint with Punch
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pitman®

YouTube

(M Tube]
A1 Pitman Tra

Click to add title

* Click to add text

L9

To nsert a ink to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste it into the text box below:

<object width="480" height«"335"> <param name = ‘movie” value = "http: //www. youtube,comfv/-
NsDO8p)0082fs = 18amp;hiwen_G8"> < /param > <param name ="allowFullScreen” value ="true”>
</param><param name ="slowsaiptaccess” value = always” > </param > <embed
src="http:/www. youtube . com/v/NsDO8 008 s = 18amp;hl =en_GB" type =" appication /-
shodowave-flash” sllowsoiptaccess ="always” slowfullsoreen="true” width="430" height="335">
<fembed > <fobject>

Insert Video From Web Site

[ ingert ]
AlK

Cancel

AAYLX ST AayQi
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videos!

12. PowerPoint to Video

With BoweEPgird ROBOUyéUAcaf AcTually create your own

training

Sometimes you might need to distribute or share your PowerPoint slideshow with a number of

training |

Get the Pitman Advantage™

PowerPoint to Video

Convert your slide Show to Video and
share it with a number of people.

simply a case of clicking a few buttons.

people. For example it may be a product
presentation that you want to email to your
clients, put on your company website or even
upload to YouTube or other video sharing
websites.

PowerPoint 2010 makes sharing your slide show
with others really easy by enabling you to
convert your PowerPoint presentation to a high

quality video. Microsoft has made it so
straightforward for us that no technical
1y26f SRIS 2N aLISOAL €

And the video file created by PowerPoint will keep all recorded timings, narrations, slide animations
and all media that are embedded in your presentation.

As the whole process can take up to a few
hours, depending on the length and the
complexity of the presentation, today | will
show you the steps using the screenshots.

First open the PowerPoint presentation you
want to convert to video and then click the File
tab > Share > Create a Video. Then you can
select the format of your video file and specify

(traming |

PowerPoint to Video

NEETER e

itman®
Windows Media Player
whether the exported video uses recorded timings and
— narrations.
LF¥ A G nReextys€ting youcan decide how

Annual Review

Pitman Health & Fitness

much time is spent on each slide of your presentation.
The default option is 5 seconds, but you can easily
change it by clicking the up or down arrow next to
Seconds to Spend on Each Slide option.

hy OS &dedzd @ISyour settings, click on Create
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Video button and then on Save to start the video conversion process. You will then be
able to see a progress bar at the bottom of your screen. Make sure that you allow enough time for
the conversion so that the video is ready for you when you need it.

Anyone can now watch the video you have just created in Windows Media Player; it can also be
burned to a CD, DVD or Blu-Ray disc for distribution or playback on TV.

Here is my last tip for today, again, this feature is brand new in PowerPoint 2010 and it can have a
significant impact on the way presentations are handled in your company.

13. Broadcast your Presentation

You can now share a slide show with remote or networked viewers over the Internet ¢ all directly
from PowerPoint -with PowerPoint 2010 new Broadcast Slide Show feature. All you need to do is to
send a URL link to your audience and anyone listening to your presentation over the phone or on a
conference call, can open the link and watch a synchronised view of your slide show in their Web
browser.

To be able to use the Broadcast feature, you
will need a Windows Live account which is
free or if you have SharePoint available on the
network, you can broadcast from there as
well.

Broadcast your Slide Show (=
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Let me demonstrate the whole process for you
with some screenshots:

To start, simply open the presentation in == _

PowerPoint 2010, go to the Slide Show ribbon
and click on Broadcast Slide Show button
there.

Broadcast Sfide Show (0 S

0 Then you will need to connect to the PowerPoint Broadcast Service,
— on this occasion | have used the Windows Live service. Then click on
Start Broadcast button.

Broadcast Slide Show

Broadcast the slide show to remote viewers who can watch in a

Web browser.

After validating your login, the [crmenswmbomonameen B
‘ Enter your Windows Live ID ‘
presentation will be prepared for S ;
broadcast and sent to the service. , 2 dzQ f f

then receive a unique link that you can | =™ | € meenteomicn ]

Service Agreement

| s Comtmon ) [ an . e —— :
- email to remote attendees. gy
[ x| Cancel
NEl
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st s g @B Once your viewers open the link in their browsers,
“ you can click on the Start Slide Show button to proceed and they
= will see the slides as you go through them.

! Broadcast Slide Show

Share this link with remote viewers and then start the slide show.

hittp://snl off) Irve. aspx?
987¢4312.

pitman®
i
During the broadcast, you can stop the slide Broadcast your Slide Show

show at any time and return to it using the b= G

special contextual Broadcast ribbon that lets Sha— =
you control many aspects of the broadcast in
progress. You can also switch to another
application without interrupting the broadcast
or displaying your desktop to attendees. Also, if =
it happens that someone joins late and needs —
the link, just click Send Invitations on the ’u“l]m
Broadcast tab and they can start watching the ————
presentation with the rest of the viewers.
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And now | have something absolutely revolutionary.

| am very excited to let you know that you can now enjoy the same experience even when @ 2 dzQNX ¥
away from your desk and your computer. How? Using your mobile phone.

Joining a broadcast on a phone is incredibly easy. Simply open the email invitation, click on the link
for remote viewing, and the Mobile Viewer for PowerPoint will open and display the presentation.

z

,2dzQf £ 2dzYL) A0NXA3IKG G2 GKS OdzZNNByid at ARST (K
see. The view will refresh automatically whenever the slide changes.

I have actually tested this feature for you on my
HTC Desire phone and this is the picture of the
phone with the broadcast in progress. The slide
that you can see on the screen of my phone is
one of the slides from my broadcast
presentation that you could see on a previous

View Broadcast on your Mobile 73
Phone

N i 4126 ©

National coverage - chart

. slide. Asyou can see, this is the same chart. So,
uih I i:;—.* : this feature works perfectly and it is there for
I" you to use.
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¢ K| { Onhave time for tdday, but you should
now be able to create a pretty amazing
PowerPoint presentation. However if, at any
time, you feel you could do with some more
help in how to create a breath taking slide
show, please come in and see us at Pitman
Training in High Holborn and Notting Hill. We
have excellent courses to meet all your
PowerPoint needs.

Just visit www.holborntraining.co.uk for more
information or call us:

Notting Hill: 020 7792 5214

High Holborn: 020 7025 4700
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