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Opening the Blank Presentation

1. Click START

2. Click PROGRAMS

3. Click STAR OFFICE 8 (%) Empty presentation

4, Click STAR OFFICE IMPRESS O Brom templat=

S. Select EMPTY PRESENTATION {2000 kte preginton
6. Click NEXT

-

« . .
Place checkmark in preview box [Vt e i e

[ Help ] [ Cancel ] <<_§ack Mext == ] [ Create ]

7. Choose a slide design T B <)
8. Click NEXT

N 2- | oy fn @@Q

\ |Presentation Backgrounds M|

<Criginal > -~
2004
2005
2006 EI
Select an outpuk medium
Criginal %) Screen
() Overhead sheet ) slide
O FPaper

Preview

[ Help ] [ Cancel ] [ =< Back ] [_i‘gn‘axt i ] [ Create ]

9. Choose a Slide Transition mE X
10.  Choose a Presentation Type
(default-on mouse click OR automatic) ‘

11. Click CREATE

Select a slide transition

Effect Mo Effect ) i.l
Speed Medium [v]
Select the presentation type
Ly (%) Default
O Automatic
Duration of page 000010
Duration of pause 00:00:10 Prewview
Shigw logo
[ Help ] [ Cancel ] [ << Back ] Next ==
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Add Text to a Slide

1. Click the T in the Draw Toolbar
*located at the bottom of the screen

2. Click and drag to draw a text box on
your slide

3. Type your text

OR

1. Choose a layout from the right column
2. Click on a text box
3. Type your text

+| UAL: vl @ @

|Normal | outline | Notes | Handout | Slide Sorter

Click to add title

Click to add text

Character
Change Color of Text Font |Font Effects | position
L
1. Highlight the text you want changed i W] [T utomatic _
2. Cth FORMAT Strikethrough — Relief -
3. Click CHARACTER \ |(Without) 53] {Without) L]
4. Choose the FONT EFFECTS tab o e = [ Qutine
5. Choose the font color L Bl
6. Click OK
Albany
[ (0] 4 ] [ Cancel ] [ Help ] [ Reset
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Format Text

1. Highlight text you wish to change.
*Your format toolbar will now appear
2. Choose your font

File Edit Miew Insert Formak Tools  Slide Show  Window  Help

B 2| N ES Y= R

kM e EE EE e @ E R e B2

3. Choose your size g Labeny > W B4 URIS|=I=
4. Choose to Bold, Italicize, Underline, or
Shadow text
Change the Background Page Setup
1. Click FORMAT in top toolbar Page. [Background
2. Click PAGE i ,
3. Choose BACKGROUND tab - t
4. Choose COLOR . 2
5. Click on color of choice S
6. Click OK
7. Choose whether to apply to all slides or
not
*You can also choose Gradient, Hatching,
or Bitmap (an image) for a background
ok || concel || Help ][ Resst
Change the Size and Orientation of Slides Page Setup
Page | Background.
1. Click FORMAT in top toolbar BppierFormat
2. Click PAGE Gl r
3. Choose the PAGE tab it:t I
4. Change the Width and Height T = e
5. Change the orientation from Portrait to © Landscaps Faper tray [[From printer settings] ]
L andsc ape Margfins . Layaut settings

Left 0.00" i

Right 0.00" = Format Toziaio v]

Top 0.00" sl Fit object to paper format

Bottam 0.00" e

ok [ cancel |[ e [ Resst
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Insert picture E]
Insert Graphics From File Look i | (£} Deskiap = & ok E-
Fe ey
1. Cth INSERT B"l.'r' Hecer;t :gMy Metwork Places
. i o ei¥ Share-to-web Upload Folder
2. Cth PICTURE 9 :_“lBaIancingEquatiEns
3. Click FROM FILE Deis [ Deumrcotor
4. Choose where to look for the file. ) S
5. Cth OPEN Mp Documents :\ !?YDUt
*Click the Preview box to see images. | & teobar
s
My Computer
o
MyPI;Jait;vsnrk File name: | j DOpen
Files of ype: | <l Formate> [ bmp”. ;" emf;" epsy” it~ jpa; v | Cancel
[~ Link
Iv Preview
Insert Graphics from Gallery
1. Choose to view Drawmg Toolbar Z 2 R R Cs bl ~ LT - :
*View > Toolbars> Drawing
*This opens at the bottom of the window.
2. Click the Gallery icon
*Looks like a picture frame
3. Choose from a list of themes ) B v| @-
4. nght Clle on the gI'aphIC Of ChOlCC EEE§§ Climate - sun {C:'Program Files"Sun’Star0ffice 8\share'gallery'symbol:
5. Click INSERT Coes B E— -
6. Choose COPY i Cooise [ :O: (-
1| Climate - ~ff ~ ~
1| Communication | 2y X S
OR !i_l Computers | S ;%
.( .>. F\ﬁ F- CYe r— i
7. Click and drag the graphic onto the slide
Normal | Outline |Motes | Handout | Shide Sorter
i 2 1 1 2 3 41 G 7 & [ [ BT S SRR VAt & et e

~ This is a test.

To Turn Gallery Off N
1. Click the Gallery icon in the Drawing |

Toolbar again.
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View Different Toolbars

Draw Toolbar (bottom of window)

i) /oM@ T L %~ 0@

1. Click VIEW Standard Toolbar
2. Click TOOLBARS R 2 (B S|P e
Hyperlink Toolbar
*There are many toolbars to choose o
from. These are some of the most ; v @~
commonly used. Text Formatting Toolbar
Albarry xiico [wl B J URA|=S ===
*To activate the Text Formatting .
Toolbar, first click on the text. _ Presentation Toolbar
'ﬁi Slide Slide Cesign Slide Show
Views
L. Tabs. located 2‘1‘[ the top of the SIide Normal |Cutline | Motes | Handout || Slide Sorter
allow different views of a presentation.
* Normal I/iew -'-— ........... | IR T R T Goonen G-
*Qutline View
*Notes View : |
*Handout View '
*Slide Sorter
Insert a New Slide Insert  Format Tools  Slide Show
) I 1 Slide B
1. Cth INSERT D@llcate 5||dE
2. Choose SLIDE Bl
*Move between slides using the Slides Page Numl:.uer.... L
Preview bar on the left side of the
screen.
View Slideshow Slide Shaw  Window Help OR
t;_gl Slide Show E5
. %de Show Settings. ..
1. Cth SLIDE SHOW i @] Rehearse Timings @l Slide Show

2. Choose SLIDE SHOW

*Or click the Slide Show button in the
Presentation toolbar.

1 G;‘J‘ Custam Animation. ..

f Slide Transition. ..

[l Show/Hide Slide
Custom Slide Show, ..
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Printing Slide Handouts

* To see the border of each slide you
will need to either add a background
color to each slide or do the
following:

—

. Create a slideshow

. Click MASTER PAGES

. Choose the slide with the black
border

W N

Tasks Wiegw w X
;' Master Pages
| i |

I

. Click the Handout tab
. Choose the Layout in the right
column

N

+ Layouts

(]

_I"-Ju:urmal Citline |Motes Hﬂndﬂrl:I\t Slide Sorker |

L111{/

(10

Qoo
0o

6. Click FILE
7. Click PRINT
&. Click OPTIONS button

Print

Printer

() Pages 1

Marne FiMIESD TREEIDOT-RICH-SPE. MEC misd v Propertiss. .
Skatus Default printer; Ready
Type RICOH Aficio APE10N PCL &
Laocation VWMDPSOS
Zomment
[ print ta File
Prink range Copies
@ al Number of copies

1

0K 1 [ Cancel ] [ Help
4. Check HANDOUTS D\S‘Iuntents Quality
5. Check DEFAULT I Iemiin
[ ] et O Grayscal
*This will print multiple slides on one S HaZatal |
page Handouts () Black & white
[ ] outline
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Choose where to
save the file here.

Saving A Document

1. Click FILE
2. Click SAVE AS

3. Choose where to save your file
Example: Desktop or My Documents

4. Type the File Name
5. Click SAVE

Note:
e FILE>SAVE
e FILE>SAVE AS

SAVE allows you to update a file with
changes.

SAVE AS allows you to keep the
original file, and create a 2" file with
changes. It also allows you keep the
original and save a 2" copy in a
different location.

VA
Save As /
| 4
Save jr: |L.£' Desktap j & B o E-
= | u My Documents
o _é My Computer
MyRecent |9 py Metwork Places
D oc:un.ﬂenls 9 share-to-web Upload Falder
Fr _;} I Funny Mavies
- I 0lsan
Desktop IC)Roger
I TTCC TEST
_‘_J L) what to Expect-TTCC
@Podcasting CAE-meeting
Hfiliontinent aj Presenting Podcasting
|
58
My Computer
> |
iy Metwork File name; =z S
Flaces |/ J
Save as type: | Microzoft PowerPoint 97./20004F [.ppt) j Cancel
v dutamatic file name extensian
Type the file r
name here. IS




