PowerPoint 2007

WebPages
Hyperlinks
Email




In this lesson you will learn how to:

Save your Presentation for the web
Send your Presentation via email
Add External and Internal Hyperlinks
Add Action Buttons
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Save and Print your PDF so that you have it to hand and can work alongside it,
practising the techniques as you go.

Power up PowerPoint 2007 and design a simple 3 page Presentation for you to
work with. Or copy the Presentation below.
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Web Pages
To save this Presentation for the Web, go to the Office button and click on Save
as: in the Save as type box, scroll down to Save as Webpage.
File narme: |I'-“Iin::rn:13n:uft Office 2007 - Presentation ﬂ
Save az twpe: |'"Word Document [°.docx) j

Word Document [*.docs)

Authars: \ward Macro-E nabled Dacument [* dacm)
Word 97-2003 Document [*.doc)

Wiard Template [*.daotx)

Word Macro-Enabled Template [*. dotm]
Word 97-2003 Template [*.dot)

Single File “Web Page [*.mht;” mhtml

“« Hide Fl:nldeml Wb Page [* htm;* html)

Weh Page, Filtered [ htm:™ htrl]

Rich Text Format [*.rtf)

Plair Test [* kat]

Word ML Document [*.xmil)

Wwhord 2003 =ML Document [*.=mi)
WiardPerfect 5.0 [*.doc)

WordPerfect 5.0 Secondary File [*.doc)
WordPerfect 5.1 for DOS [*.doc)
WordPerfect 5.1 or 5.2 Secondary File [* doc)

Once you have clicked OK your screen will change
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SN icrozoft Office 2007 - Presentation. htm j
Save az bype: |'"Web Page [7 htm;™ ktmi] j
Authors: chiistine Tags: Add atag
Save a copy and custamize Fage title: IMiu:ru:usu:uft Office 2007 - Pres
itz contents
Publish. | Change Title... I
“ Hide Fu:uldersl Toolz - Save | Cancel |
o

You have the option on this screen to change the title, or publish. If the Title is
how you want it, click on Publish, PowerPoint 2007 will save a copy for you.
Another dialogue box will open up.

Publizh az wWeb Page EE3
Publish what?

o Complete presentation

= Slide number || 3: through I 3:

) Gustam shav I

-
¥ Display speaker notes Web Options. .. |

Browser suppork

% Microsoft Inkernet Explorer 4.0 ar later (high fidelity)
™ Microsoft Internet Explorer 3.0, MNetscape Mavigator 3.0, or later

= Al browsers lisked above {creates larger Files)

Publish a copy as

Page title:  Microsoft Office 2007 - Presentation Change...

File name: IC:'I,Llsers'l,christine'l,Du:u:uments'l,Miu:ru:usu:uFt Cffice 2007 - Pre Browse. .. |
[ ©pen published Web page in browser Publish I Cancel |

Here you can chose the options for your screen show. Do you want the whole
presentation or just a few pages? You would indicate this in the Publish What
Boxes. Do you want to display the speaker notes that you may have prepared,
if so, tick in that box.

Choose your browser all or just I.E. If you click on all browsers your web pages
are more likely to be seen by most browsers, but this option does take up
more disk space. There is the Title again of the Presentation that you can
change. The filename of the document, you can tick the Open published page
in browser box, which will do just that. So you can view your Presentation.

Click on the Web Options button.
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WwWeb Options EiEd |

| Browsers I Files I Pictures I Encoding I Fonts I

Appeatance

v add slide navigation contrals
Colors: I'-.-'-.-'hite kext on black, j =-arr| il

™ show slide animation while browsing

¥ Resize graphics ta fit browser window

O, I Zancel |

You can tick the box to add slide navigation controls, which means the reader
can click to advance the next slide and will have a navigation pane and buttons.

Do you want to show animation when browsing, this is not really necessary as
the reader will see the animation on the screen show. Tick the resize graphics
to fit browser window, as you do not want your graphics to come of the web
page.

The next tab is the Browsers tab, click on that. The target browser shows
Internet Explorer or later which is what we want. In the options box, tick saves
new Web as single Web pages. There is another option to save an additional
version of the presentation for older browsers, which you can tick if you want

to. The other two options are for graphics and unless you have known you use
these formats you can leave them blank.

Web Options EE |

| Files I Pictures I Encoding I Fonts I

Target Browsers

People who view this Web page will be using:

Microsoft@® Internet Exploren® 4 or laker j
Each choice above gives smaller Web pages than the choice before
Cpkions
Allow PMG as a graphics Format ;I

[ Reely on WML For displaving graphics in browsers
[ Save an additional version of the presentation For older browsers

Save new Web pages as Single File Web Pages
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The next Tab is Files so click on that now.

WwWeb Options B3

| Pickures I Encoding I Fonks I

General I Browsers

File names and locations

W Crganize supporting files in a Folder
W Use long file names whenever possible
W Update links on save

Default editor

W Check if ©ffice is the default editor For Web pages created in Office

You can tick the first box, if you have other files in your Presentation that you
want to add. PowerPoint 2007 will organise those for you. Use long filenames,
yes, and update links on save; if this is not ticked your links may not work. You
do not need to tick the Default Editor Box.

The next Tab is pictures, so click on that now.

Web Options 7] |
General I Browsers | Files | Encoding | Fonts |

Targek monikar

Screen size: IBIIII:I x 600 vI

Yes this is what we want a good resolution for the web pages. Anything lower
and the pictures will not show up very well. 800x600 is the normal resolution.

The next two Tabs are usually default based on your computers configuration
so they are not important.

That’s how to do a Web Page of your Presentation, click on publish, and you
will see your Presentation in the browser, first, people will be given this notice.
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This presentation contains content that your hrowser may not he able to show properly.

If you would like to proceed anyway, click here.

‘Allow Active X’ content may need to be opened up if you they have the new
Internet Explorer 7. Click on the word, and you will see your Presentation
as web readers will see it.

'€ PoweiPoint 2007 - Mozilla Firefox MEE
Fie Edit Wiew Histoy Bookmaks Tooks  Help

\'\: - - L{:"J I_?_‘T L fileé /T /U sersdchiistine/Drocuments/Microsoft %200 fice 202007%20-%20Presentation_files/frame. htm | ‘G|' Google

P Getting Started 1 Latest Headlines

il Microsoft Office 2007

2 Sub title

3 By Christine/Your Trainer

Microsoft Office 2007

TRAINING

| Done

Costart| B @ &) ® 09) PowerPoint 2. | | Untiled - Paint | (s Computer | (@) windowMode I @ windowMode | (155 Microsalt Pow. ||‘(_§ PowerPoint | <« Jlzdis) m@ck)

Hyperlinks

To add hyperlinks to your documents is really simple; you have Office set up to
insert hyperlinks whenever you type out an email address or a web page.
There is also another way to insert hyperlinks to your documents, so that
within the Presentation itself you can go from one page to the next by clicking
on the hyperlink. We will add an email hyperlink now. Using a text box type in
the words ‘Contacts’ Select or highlight the word and click on Insert on the
ribbon, we want to insert a hyperlink.

Obytesizeoffice.co.uk



Insert Hyperlink K E |

Link. ko Text to display: |Cuntacts ScreenTip, .. |

E-mail address:

Existing File or Imailto:admin@bvtesizeoffice.u:u:n.uk
Web Page
Subject:

ICDntact me|

Flace in This ~ Recently used e-mail addresses:

Docurnent railta: admin@bytesizealfice. ca.uk
Create Mew
Docurment
=
E-mail Address
04 I Cancel |

This dialogue box opens up when we insert a hyperlink. As we want to add an
email address ensures the email address tab is clicked. Then type in your email

address and any subject you may want to add. Once you have done that click
on OK

Bytesizeoffice

Presents PDF
Training

To Download
on your PC

By Christine/Your Trainer

ot

The word contacts have now been converted into an email hyperlink.

Action Buttons

Another kind of hyperlink is an Action button. Let’s say we want all of our
slides to link back to the first slide or home page. We can add an action button;
we could also animate it or add a sound to it, when clicked.

In a text box on your second slide add the word Home, select or highlight the
word and click on Insert on the ribbon and then action which is next to
hyperlink.
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ins Slide Show Revigi R Actobat Format

— -
Q 1 ‘{ A ES = i %)

i = S = HE Q= &

Chart Hyperlink | Action Text  Header WordArt Date Slide  Symbal Ohjedt Maovie Sound

Box & Footer < & Time Mumber
Links Text Media Clips

Action

Add an action to the selected
object to specifiy what should
happen when you click on it ar
hover over it with your mouse,

*ACcCess
*Excel
*Word
*PowerPoint

Action Settings 2 |

Mause Click, | Mouse Cver I

Ackion on click,
" Mone
&% Hyperlink ko

Mext Slide |

i |Mext slide -
Previous Slide
First Slide

Last Slide

Last Slide Yiewed
End Show

r

£ ohijest ackon;

[ Flay sound:
I[Nl:u Sound]
™ Highfight click

=
=

(a4 I Zancel |

The action Settings box will appear, we want the action to hyperlink to the first
slide, so tick the hyperlink to radio and choose first slide. If we want to add a
sound we would click on the play sound box, and locate the sound in our files.
We could also choose to add the hyperlink on a mouse over instead of a click,
by pressing the mouse over tab and following the same procedure. | want the
action to be on a click so click on OK.
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Insert the hyperlink to the third slide too. Unless you are working with master
slides, you will not need to add hyperlinks to each slide, they will be added
automatically. But | have not worked with master slides in this presentation so
| will add my links to each slide.

Once you have done that. Go back to the word Home on your slide, it is now a
hyperlink.

To make the word Home, into a nice button.

Go to Quick Styles on the ribbon. Choose a button that you like the look of.
This is OK but we can make it better, click on Shape Effects, and choose Bevel
from the fly out. From there, choose a button style that you like and click on it.
Do the same on the third slide. Now, when you click on the button in a Slide
show or on the web, you will be taken back to the first slide. You can try it out
when we have finished with the Presentation.
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Sending your presentation as an email

Not everyone will have PowerPoint 2007 or any version of PowerPoint. So you
can save your Presentations as a ‘PowerPoint Show’ file. This will enable
people to view the Presentation in the PowerPoint Viewer. Once you save your
email using this format, when the other party clicks on the icon in the email.
They will be taken to Microsoft where people can download the viewer for
free. So save your file as a PowerPoint Show or .ppsx file. Click on save as. See
next page.
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File narne: [Microsoft Qffice 2007 - Presentation. htm

lalla

Save as bype: |"Web Page [* htr:" htrl]

PawerPaint Presentation [~ ppts)

Authars: | PowerPaint Macro-Enabled Presentation [*.pptm]
PawverPaint 97-2003 Prezentation [*.ppt]
PoverPoint Template [*. pots)

PawerPaint Macra-Enabled Template (% potr)
PoveerPoint 97-2003 Template (" pot)

(Office Theme [*.

nabled Show [*. ppzm)
PoweerPoint 97-2003 Show [*.pps]

ml PoverPoint &dd-n [ ppam)

PaoveerPaint 97-2003 Add-n [F.ppal

PoverPoint #$kL Prezentation [ xml)

Single Filz Web Page [" mht;".mhtml]

“Wweb Page [*.htm;" html)

GIF Graphics Interchange Format [~ gif]

JAPF IS File Interchanne Famat 1 innl

To then send it as an email go to the ‘Office’ button and click on send, and then
click on email.

E-_E\I H9-0 Micrasoft Office 2007 - Presentation.ppsy -
j e Send a copy of the document to other people ]
4l E-mail '

| =" senda copy of the presentation in an
Qpen e-mail message as an attachment, !

[ 1]
~/=| Create Adobe PDF and Email
Save k.

-
= Create Adobe PDF and Send for Review
Save A B e

4 Internet Fax
Print 5 m Use an Internet fax service to fax the

presentation.

Prepare  »
_ﬁ Send L§
. Publish &
==

Ly

Close

| 2] PowerPoint Options | |X Exit PowverPaint |

7 Micmsolic l]? - Prezentation.ppsx ] B3

File Edit ‘“iew Insert Format Toolz Message Help

$|ﬁ{f—£|jt$|pv.r| Jg’l'|r‘iél-x'}

Franm: Iadmin@bytesizeoffice.c:o.uk [mail butesizeoffice. co.uk)] j
To: I
= You can see in
Subject: IMicrosoft Office 2007 - Presentation. ppsx thlS emall bOX,
Attt [ Mictosott Dffice 2007 - Preseriation ppss (302 KB) that the

— — presentatlon
[Buia Sl &l r UA|EEEEIEEEE|-8

show has been
added for you and
you have only to
add a note which
it is to and any cc.

=l
| Y.

That is the end of this lesson well done! You can now work with links.
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