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FIlter DY FOTTI ..cveiiiiiei e et
Searching based on criteria from more than one field...........ccoceveeiinininncnicnene.

SORTING RECORDS ...ttt
Sorting on a SINGIE fIeld ........eiiiiiieiie e e

CREATING REPORTS ...ttt ettt e et e e a e e iaaee e e naneae s
A word about the Access database reporting facility..........ccocceeeviieriiiciiinieeiiienen,
Initial definition of the layout Or rePOTrt .........ccvieiiieiieiiieieeee e

IMPROVING THE REPORT (MAKING CHANGES)......ccooieiiiiieiieieceeeeee
A word about where Access saves your Tables, Forms, and Reports.......................

PRINTING REPORTS ..o

LOOKING BACK ..ottt s
LOOKING FORWARD .....oooiiiiiiiiiiieeeecee et
SKILL CONSOLIDATION......ctititiitiieeteeteerte ettt ens

POWERPOINT PRESENTATIONS ..ottt
Creating Slide Shows and related teaching materials

LEARNING OUTCOMES ..ottt
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SOME INTRODUCTORY THOUGHTS ABOUT PRESENTATIONS..................

POWERPOINT AT WORK ......ocouoeiiiiiniiiiiieieieeeese ettt
Showing the Full menus and organizing the Toolbars ..........cccccoceviininiinincnncnnnn.
Features to look out for in the demonstration presentation ............cceccveeeveereveeneennen.

BUILDING THE PRESENTATION........ooiiiiiiiiiieieeieiteeeeeeee e
Preparation of the OUtIINE.........c.cooviiiiiiiiiie e
Typing the outline eNtries ..........cecuieiiiiiiiiiieieeee e
Switching levels in an OUtlINg............cccieiiiiiiiiiiieiee e
Adding the pictures to the SHAES..........ccciiiiiiiiiiiiicieeecece e

ADDING BELLS AND WHISTLES TO THE PRESENTATION ........ccceeoveienen.
Setting timings for the slides and adding transitions ..........ccccceceeveevcniieneenenecneenne.
ChooSing SIAe dESIGNS. .....cccueiiuiiiiiieeiieiie ettt ettt reebeesaeebeeseneeneeaas
Making the 1mages tranSPareNt ...........eecveerieeiiieeieerieeieereeereesee e esereebeeseaeesseenenes
Checking out the presentation...........ccueeeeieeeiiieeiieeeriee et e esree e e e e saeeeseveeeaeeesneeees

ACTION BUTTONS AND HIDDEN SLIDES.......ccooieeiie et
ACHION BULTONS ..ttt ettt ettt ettt et e et e e e e saeenbeeenee e
The Acknowledgments SIAe.........c.cccuieiiiiiiiiriieiieeie e

Hidden SHAES........coueeiiiiiiieiieec e
Changing an Action Buttons colors and effects...........ccoceeveriineininiiniininiccee

PRINTING PRESENTATION HANDOUTS ...ttt

LOOKING BACK ..ottt
LOOKING FORWARD .....oooiiiiiiiiiieecee et
SKILL CONSOLIDATION......ctiiitiitiiientteitente ettt s

POWERPOINT BEYOND THE BASICS ..ot
Making interactive, non-linear Slide Shows

LEARNING OUTCOMES ..ottt

INTERACTIVE POWERPOINT AT WORK ......ccccoiiininininieieccceeeeeeeee
Showing the Full menus and organizing the Toolbars ..........ccccoceviiiinvinincnncnnnn.
Features to look out for in the demonstration presentation ............cccecceeeeveerveeveennen.

10.2  BUILDING THE PRESENTATION......ccciiiiiiiiiiiiinieitcrcecreeeesie e

10.3

Preparation of the OULHNE..........coooiiieiiiiiece e e
Question and feedback SIIAES..........ccoviiiiiiieiiieceeee e

MAKING THE PRESENTATION INTERACTIVE ....cccooiiiiiiiiiiccenieee
Duplicating and sorting the feedback slides ..........ccccceeviirciieiiiiiiiiniicieeeeeee,
Hyperlinking the answers to the appropriate slides.........c.ccoccvveerviieeiiieciieecieeeen
Creating Action BULtONS ......c.ccooiiiiiiiiiiiiiicecetcceeee e
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10.4  FORMATTING YOUR PRESENTATION ......ccccooviiiiiiiiiiiiiiiiiciceececee,

10.5

10.6

Selecting a Design TemMPIate .........ccceeeciieiiieiieeiieieeee et ees
LS 0] 163 14 Tl £ 1 RS
Changing the color SChemE.........cccueviiiiiiiiiiiiieee e
Tips on color choices fOr PriNtiNG.........cceeviieriieiiieiieeieee et
Applying different Design Templates to just certain slides in a Show ......................
Applying customized backgrounds to the slides..........ccccccevvviiieiiiieniieeiieeee

INSERTING CONTENT ......oiiieiieieieeieetete ettt et se e
INSETtING CIP ATt .cciiiiiieiiieiieeie ettt ettt et eesbeessaeenbeesaaeenseeennes
Inserting (Importing) other pictures or pictures of your OWn..........ccceevevveeueennnennne.
INSEItING SOUN....ccuiiiiiiiieeiii e e s e e st e e ssaee e saeeesseeennaaeas
INSETtING VIACO ..uviiiiiiiieeiie ettt ettt e
Inserting EMail........c.coooiiiiiiiiiiiieiece et e

SOME FINAL THOUGHTS ABOUT PRESENTATIONS ......ccccoiniininiinieienne.

Microsoft Office Shortcuts: Quick keyboard commands (inside back cover)



