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Objective 1.5: Prepare presentations for collaboration

To delete a specific comment

=» Right-click the comment icon, and then click Delete Comment.

=» Click the comment icon, and then on the Review tab, in the Comments group,
click Delete.

=» In the Comments pane, point to the comment, and then click the Delete
button (the X) that appears.

To delete all the comments on the current slide

=» On the Review tab, in the Comments group, click the Delete arrow, and then
click Delete All Comments and Ink on This Slide.

To delete all the comments in the presentation

1. On the Review tab, in the Comments group, click the Delete arrow, and then
click Delete All Comments and Ink in This Presentation.

2. To confirm the deletion, click Yes.

Preserve presentation content

Before you share a media-intensive presentation with other people, you might want
to compress the media to make the presentation file smaller and more portable.
PowerPoint offers three levels of compression.

Compress Media ? X
Slide Name Initial Size (MB}  Status

1 BackgroundMusic 9 Complete - 5.2 MB Saved

9 Joan Lambert - Wednesday, April & 3.2 Already Compressed

10 SoundEffect 4.3 Already Compressed

1" E3-1 174 Complete - 1 MB Saved

13 E3-2 58.6 Complete - 3.2 MB Saved

15 E3-3 6.6 Complete - 0.3 MB Saved

Compression complete. You saved 9.6 MB.
- —_ ____—  — _________— — — 1

Close

If an audio or video clip has already been compressed, the Compress Media tool doesn't change it
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If your presentation uses specialized fonts that might not be available on a viewer’s
computer, you can embed the fonts in the presentation to ensure that the presenta-
tion content appears as you intend it to.

Preserve fidelity when sharing this presentation: [ @ Art Corps.pptx b

Embed fonts in the file
Embed only the characters used in the presentation (best for reducing file size)

® Embed all characters (best for editing by other people)

Embedding fonts is particularly important when a presentation uses nonstandard licensed fonts

To compress media

=» On the Info page of the Backstage view, click Compress Media, and then click
Presentation Quality, Internet Quality, or Low Quality.

IMPORTANT The Compress Media button appears on the Info page only if the presentation
contains audio clips or video clips.

To reverse a compression operation

=» On the Info page of the Backstage view, click Compress Media, and then
click Undo.

To embed fonts in a presentation

1. On the Save page of the PowerPoint Options dialog box, in the Preserve
fidelity when sharing this presentation section, select the Embed fonts in the
file check box.

2. Do either of the following, and then click OK:

e To embed only the characters that are necessary for the current
version of the presentation, click Embed only the characters used in
the presentation.

e To embed all characters of all fonts that are present in the presentation so
that they are available to another person who works with the presentation,
click Embed all characters.

3. Save the modified presentation or save a copy of the presentation that is for the
express purpose of distribution, and close the smaller original file without saving
the changes.
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Export presentations to other formats

If you intend to run your presentation on a computer other than the one on which
you developed it, you need to ensure that the fonts, linked objects, and any other nec-
essary items are available to the presentation. You can use the Package For CD feature
to save all presentation components to a CD (not a DVD) or other type of removable
media. You can include more than one presentation, and you can specify the order in
which the presentations should run. As part of the packaging process, you can assign a
password and remove extraneous information from the packaged file.

After PowerPoint assembles the files, it creates a folder of supporting files and adds
an autorun file. When you insert the presentation CD into your CD/DVD drive, the
AutoPlay dialog box opens so that you can run the presentation.

Package for CD T x

(;) Copy a set of presentation to a folder on your computer or to a CD.

Hame the CD: Pusmtaligncn

Festobecopies.
] Art Corps.pptx <« SampleFiles > PresentationCD v B ) Search PresentationCD
@3- History Month.pph
@3 Samples.pptx O Name Date modified Type Size
PresentationPackage 5/24/ File folder
13] Art Corps.pptx 5 Microsoft PowerP.. 63450 KB
B I 5 nf ‘
Con e EolaE Copyto CD | AUTORUN.INF 5 Setup Information 1KB
- 123 History Month,pptx 5 Microsoft PowerP.. 874 KB
) Samples.pptx 5724/ Microsoft PowerP.. 7,880 KB

You can package the files required by multiple presentations

If you want to deliver your presentation to a wider audience, you can use one of the
following options to create a file that you can distribute on media, post online,
or send electronically:

m  Set up a slideshow with any timings, narration, and on-screen markup you want
to use (or use standard per-slide timing), and then export it as a video.

m  Save an unnarrated presentation as an animated GIF with standard per-slide
timing. An animated GIF with similar settings is about 20 percent of the size of a
video file.

To package a presentation for delivery on another computer

1. On the Export page of the Backstage view, click Package Presentation for CD,
and then click Package for CD.
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2.

Manage presentations

In the Package for CD dialog box, provide a disc name in the Name the CD box,
and then click Options.

Tip The disc name is shown as the drive name in File Explorer when the disc is in the disc drive.

3.

In the Options dialog box, do any of the following, and then click OK:

e Select or clear the Linked files and Embedded TrueType fonts check boxes
to specify which elements to package with the presentation.

e Set passwords to open or modify the presentation.

e If you want to run the Document Inspector before packaging the presen-

tation, select the Inspect presentations for inappropriate or private
information check box.

Do either of the following:

e Inserta blank CD in your CD/DVD burner, and if the AutoPlay dialog box
opens, close it. Then in the Package for CD dialog box, click Copy to CD.

e Inthe Package for CD dialog box, click Copy to Folder. In the Copy to
Folder dialog box, specify the folder in which you want to store the pack-
age, and then click OK.

If you selected the Linked files check box in step 3, click Yes in the Microsoft
PowerPoint dialog box to verify that you trust the source of the linked content.

If you selected the Inspect presentations... check box in step 3, follow the steps
in the Document Inspector, and then click Close.

When a message box indicates that the packaging operation was successful, click
No to indicate that you don't want to copy the same package again, and then
click Close.

To create a video from a presentation

1.

If you want to use custom narration, timing, or on-screen markup, follow
the instructions for those procedures in “Objective 1.4: Configure and
present slideshows.”

On the Export page of the Backstage view, click Create a Video.

On the Create a Video page, click Ultra HD, Full HD, HD, or Standard in the
first list to indicate the video resolution you want. (The higher the resolution, the
larger the file and the fewer distribution options you might have.)
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4. Inthe second list, click either Use Recorded Timings and Narrations or Don’t
Use Recorded Timings and Narrations to indicate whether to package those
elements with the video.

Tip If you want to record the timings and narration now, you can start that process from the
second list or from the Slide Show tab.

5. If you selected the Don’t Use... option in step 4, enter or select the time to
display each slide in the Seconds spent on each slide box.

6. Inthe Create a Video pane, click Create Video.

7. Inthe Save As dialog box, do the following, and then click Save:
a. Browse to the folder in which you want to save the video.
b. In the File name box, enter a name for the video file.

c. Inthe Save as type list, click MPEG-4 Video or Windows Media Video to
select the file type.

PowerPoint tracks the video creation progress in the status bar. When the video
is complete, you can go to the folder you selected in step 7 and watch the video
in the media player installed on your computer.

To create an animated GIF from a presentation
1. On the Export page of the Backstage view, click Create an Animated GIF.

2. On the Create an Animated GIF page, click Extra Large, Large, Medium, or
Small in the first list to indicate the file size and resolution you want. (The larger
the file, the fewer distribution options you might have.)

3. Inthe Seconds spent on each slide list, enter or select the time to display
each slide.

4. Inthe Create an Animated GIF pane, click Create GIF.
5. Inthe Save As dialog box, do the following, and then click Save:
a. Browse to the folder in which you want to save the video.
b. In the File name box, enter a name for the animated image file.

PowerPoint tracks the file-saving process in the status bar. When it finishes, you
can go to the folder you selected in step 5 and watch the video in the media
player installed on your computer.
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Objective 1.5 practice tasks

The practice file for these tasks is in the MOSPowerPoint2019\Objectivel
practice file folder. The folder also contains a result file that you can use to
check your work.

» Open the PowerPoint_1-5 presentation and do the following:

(@ Use the Document Inspector to locate and remove all identifying
and tracking information and off-slide content from the file. Leave
the speaker notes in the presentation.

[ Assign the password P@sswOrd to the presentation so that the file
can be opened but not changed without the password.

(L Save and close the presentation.

» Open a read-only version of the password-protected presentation
and do the following:

[ Verify that it's not possible to edit the content.
1 Close the presentation.

» Reopen the presentation, this time entering the password, and then
do the following:

[ Remove the password from the presentation and save it.

(4 Using the Package for CD tool, export the presentation to a package
named 1-5_Package and save it in the practice file folder.

(1 Mark the presentation as final.

» Save the PowerPoint_1-5 presentation. Open the PowerPoint_1-5_
results presentation. Compare the two presentations to check your
work. Then close the open presentations.
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