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Seven (7) Key Benefits 

Our mission is to provide you the best computer training manuals available, at the very best price.  Discover the Seven (7) key benefits of our CompleteVISUALTM step-by-step computer training manual, and compare them with what is available from our competitors. If you need further information, please contact us at info@computertrainingmanual.com or visit our web site at http://www.computertrainingmanual.com
	Unlimited Printing Rights 
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	No Annual Renewal Fees
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	Affordable 
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Other courseware: Only text instructions with no or only few illustration diagrams for all steps.  You may not able to follow the step closely. 

	Easy To Understand 

	Our computer training manuals are written in non-technical writing style that is easy to understand. Complicated tasks are simplified for easier understanding and reference.  90% of the tasks in each chapter fit into a single page. All tasks are summarized to less than 10 steps with no irrelevant steps.
Other courseware: There are always too many repeating and irrelevant steps involved to perform a simple task.

	Independent and Flexible Hands-on Lessons

	No pre-installed files for all lessons. All lessons in the manuals are independent.  You are flexible to start any chapter you wish without having to finish the previous lessons.
Other courseware: Lessons are totally dependent on pre-installed files and dependent very much on the previous lessons outcome.

	Completely Customizable

	You can remove and rearrange the content of the manuals as you wish.  The table of content and the page numbering are updated automatically.  You can even add your organization's name and logo to help you build a more reputable and professional image.

Other courseware: Many training manual providers claim that their manuals are easy to customize, in fact they are NOT because their lessons and exercises are all interrelated. 
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Evaluation Version

All freely downloadable evaluation versions of our manuals are for evaluation purpose only and MUST NOT BE USED FOR TRAINING. All evaluation versions of the manuals can be viewed and printed.

If you would like to purchase the full version of our manuals, please visit http://www.computertrainingmanual.com/order.htm or contact us at order@computertrainingmanual.com for further information.

Send your comments and suggestions to suggestion@computertrainingmanual.com
	Copyright Notice
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Disclaimer

We take great care to ensure the accuracy of these material; however, EBook Publishing makes no warranty, express or implies, including without limitation any warranty concerning the adequacy, accuracy or completeness of such information or material or the results to be obtained from using such information or material. EBook Publishing reserves the right to revise this publication and to make changes in its content at any time, without obligation to notify any person or entity of such revisions or changes.


The CompleteVISUALTM step-by-step computer training manual is specially developed and organized based on the Instructional Design concepts, to ensure the effectiveness of the knowledge transfer.  

Most of the tasks in each chapter are fit into a single page for easy reference.  Most tasks are summarized to less than 10 key steps and accompanied with actual screen illustrations. Every step you go through is practical and relevant. All chapters are independent.  No exercise files need to be installed prior to the training. Therefore, you can start training from any modules that best suit you or your trainees.  However, you are recommended to follow the module sequence that we suggest to optimize your computer learning process.
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	Instructional Actions
	You are asked to

	Click File >> Save.
	Click the File menu to pull down the menu, then click the Save command from the pull down menu.

	Press <Shift>+<Tab>
	Hold down the Shift key while pressing the Tab key on the keyboard.

	Type Photo from Kevin Jeff.
	Type the phase Photo from Kevin Jeff.
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	Drawing and Working With Graphical Objects
	
	Objectives:

When you have completed these lessons, you will be able to:

· Draw A Line

· Draw A Rectangle

· Draw A Square

· Draw An Oval

· Draw A Circle

· Insert Text Box

· Add AutoShapes

· Select An Object

· Format A Line

· Change The Fill Color For An Object

· Add Shadow To An Object

· Resize An Object

· Move An Object

· Delete An Object

· Rotate and Flip An Object

· Group And Ungroup Objects

· Arrange Objects Layers

· Align Objects



	


Utilizing The Drawing Tools

The Drawing toolbar is one of the default toolbars displayed when you start PowerPoint. It contains various tools to draw boxes, lines and circles, and tools to alter those objects.

The Drawing toolbar also contains two buttons: Draw and AutoShapes. If you click on the Draw button, a pop-up menu is displayed with 12 submenus. These submenus enable you to group and ungroup, rotate and flip, and move objects in front of or behind each other, among other options. The AutoShapes button can be used to create a variety of object shapes, including stars and banners, action buttons, block arrows, callouts and connectors for flowcharts.
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	How To Draw
A Line


1. Click the Line button [image: image4.png]


 on the Drawing toolbar.

2. Click where you want the line to start and drag the [image: image5.png]


 pointer to where you want the line to end.

3. Release the mouse button.


· If you want to draw a straight horizontal or vertical line, hold down the <Shift> key when you drag the [image: image6.png]


 pointer.

· You can also use the <Shift> key to draw diagonal lines of specific angle: 15o, 30o, 45o, 60o, 75o and 90o.


	1. Start Microsoft PowerPoint 2000.
You need to create a new blank presentation before the lesson.
2. Click the New button [image: image7.png]


 on the Standard toolbar.
The New Slide dialog box is displayed. 
3. In the Choose an AutoLayout box, double-click the Blank layout. 
PowerPoint inserts a blank slide into your presentation. 
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4. Click the Slide View button [image: image9.png]


 at the lower left corner of the PowerPoint window.
PowerPoint switch to slide view.
5. Click the Line button [image: image10.png]


 on the Drawing toolbar and move the mouse pointer to the slide area.
Notice that your pointer turns to a cross-hair pointer [image: image11.png]


.
6. Click where you want the line to start and drag to the position where you want the line to end. Release the mouse button.
A line is drawn on the slide as shown below:
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	How To Draw
A Rectangle 


	7. Click the Rectangle button [image: image14.png]


 on the Drawing toolbar.
Your pointer changes to a cross-hair pointer [image: image15.png]


after you click the button.
8. Click where you want to position the Rectangle and drag the [image: image16.png]


 pointer to draw the object with the size you want.
A rectangle is drawn on the slide.

	How To Draw A Square 


	9. Click the Rectangle button [image: image17.png]


 on the Drawing toolbar and position the pointer to the slide area.
Your pointer changes to a cross-hair pointer [image: image18.png]


after you click the button.
10. Hold down the <Shift> key.  Click where you want to position the Square and drag the [image: image19.png]


 pointer to draw the object with the size you want.
A square is drawn on the slide.

	How To Draw An Oval
	11. Click the Oval button [image: image20.png]


 on the Drawing toolbar and position the pointer to the slide area.
Your pointer changes to a cross-hair pointer [image: image21.png]


after you click the button.
12. Click where you want to position the oval and drag the [image: image22.png]


 pointer to draw the object with the size you want.
An oval is drawn on the slide.

	How To Draw
A Circle


Click the Drawing Object button on the drawing toolbar, then click where you want to position the object and drag the pointer [image: image23.png]


 to draw the object with the size you want.

[image: image24.png]



To draw a rectangle or a square

[image: image25.png]



To draw an oval or a circle


	13. Click the Oval button [image: image26.png]


 on the Drawing toolbar and position the pointer to the slide area.
Your pointer changes to a cross-hair pointer [image: image27.png]


after you click the button.
14. Hold down the <Shift> key, click where you want to position the Oval and drag the [image: image28.png]


 pointer to draw the object with the size you want.
A circle is drawn on the slide, as shown below.
[image: image29.png]





	How To Insert
Text Box 


1. Click the Text Box [image: image30.png]


 button on the Drawing toolbar.

2. Click where you want to position the text box.

3. Type your text into the text box.


· You can change the text format such as font, bold, etc before or after you type in the text. 

· If you click and drag to draw the text box, the width of the text box is fixed and the text you type will wrap automatically to the next line while you type.


	15. Click the Text Box button [image: image31.png]


 on the Drawing toolbar.
If you move the mouse pointer to the slide area, the pointer changes to an elongated cross [image: image32.png]


.
16. Click at the top of the slide.
A text box appears on the slide with resize handles around it [image: image33.png]o
RS



.  The insertion point inside the text box indicates that you can type the text now.
17. Type Graphical Objects.
Since the insertion point is in the text box, you do not need to click in the object to type the text.  When finished, click anywhere outside the text box to deselect the object, as shown below.
[image: image34.png]Graphical Objects








	How To Add
AutoShapes 


1. Click the AutoShapes button on the Drawing toolbar.

2. Click the AutoShapes category and click the Shape button you want.

3. Click where you want to position the object and drag to draw the object. 


· If you want to add text to any AutoShape, click the AutoShape object to select it, and type the text. Once the text is entered, you can format the text and wrap the text to fit the shape.



	18. Click the AutoShapes button on the Drawing toolbar.
The AutoShapes menu appears, listing the AutoShapes categories. 
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19. Position the mouse pointer over the Block Arrows category.  In the expanded submenu, click the Right Arrow Callout button.
Notice that your pointer changes to a cross-hair pointer [image: image36.png]


.
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20. Click where you want to position the Right Arrow Callout and drag the [image: image38.png]


 pointer to draw the object with the size you want. 
The object appears on the slide, as shown below.
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Formatting And Enhancing Graphical Objects

You can enhance the appearance of a drawn object by changing its attributes, such as fill color and shadow.  When you create an abject in PowerPoint, default colors and fill are applied. You can change the default color and fill; you can add a pattern or a shadow; and you can change the style of the line surrounding the object. 

You must select the objects before you can make any changes to them.

	How To
Select An Object 


1. Position your mouse pointer over the object you want to select.

2. Click the object to select it.



· If you want to deselect an object, press <Esc>.


· If you want to select multiple objects, hold down the <Shift> key and click any objects you want to select.



	21. Position your mouse pointer over the line. 
Notice that your pointer changes to [image: image40.png]


.
22. Click the line to select it.
The line is selected with the resize handles at both ends, as shown below.
[image: image41.png]Graphical Objects
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	How To
Format A Line 


1. Click the line to select it.

2. Click the Line Style button [image: image42.png]


 on the Drawing toolbar.

3. Click a style from the lists.

4. Click the Arrow Style button [image: image43.png]


 on the Drawing toolbar.

5. Click the arrowhead style you want from the lists.



· You can also use the Arrow button [image: image44.png]


 to draw an arrowhead line.


	23. Click the line to select it, and click the Line Style button [image: image45.png]


 on the Drawing toolbar.
A list of line styles appears.
24. Click the 2 ¼ pt line style from the list.
The selected line changes to a 2¼ thick line style.
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25. Click the Arrow Style button [image: image47.png]


 on the Drawing toolbar.
A list of arrowhead styles appears. You want to format the selected line to an arrow.
[image: image48.png]



26. Click the Arrow Style 8 from the lists.
The selected line changes to an arrowhead line, as shown below.
[image: image49.png]





	How To Change The Fill Color For An Object 


1. Click the object to select it.

2. Click the Fill Color [image: image50.png]


 drop-down arrow on the Drawing toolbar.

3. Select a color from the Fill Color options list or click More Fill Colors to view more color options.



· If you want to change the object back to its default fill color, click Automatic in the Fill Color options list.


	27. Click the rectangle to select it.
Eight resize handles appear around the rectangle when it is selected
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28. Click the Fill Color [image: image52.png]


 drop-down arrow on the Drawing toolbar.
The Fill Color options list is displayed, as shown below.
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29. Click More Fill Colors.
The Colors dialog box is displayed.
30. Click Red and click the OK button.
The rectangle is filled in red, as shown below.
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	How To
Add Shadow
To An Object


1. Click the object to select it.

2. Click the Shadow button [image: image55.png]


 on the Drawing toolbar.

3. Select a shadow style from the Shadow Options list.



	31. Click the square to select it.
Eight resize handles appear around the square when it is selected
[image: image56.png]Graphical Objects





32. Click the Shadow button [image: image57.png]


 on the Drawing toolbar.
A Shadow options list is displayed, showing a list of shadow effects, as shown below.
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33. Click Shadow style 6 from the shadow options list.
The selected square is shadowed, as shown below:
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	34. Click the Shadow button again and click Shadow setting from the Shadow Options list.
The Shadow Setting toolbar is displayed.
[image: image60.png]% owon B




35. Click the Nudge Shadow Right button [image: image61.png]


 twice, and click the Nudge Shadow Down button [image: image62.png]


 twice.
The shadow moves further to the right and further down relative to the object.
36. Click the Close button [image: image63.png]


 on the Shadow Setting toolbar.
The toolbar disappears.



Manipulating Graphical Objects

	How To Resize An Object 


1. Click the object to select it.

2. Position the pointer over the bottom right sizing handle until it changes to a double-headed arrow [image: image64.png]


 . Click and hold down the mouse button and drag down to the right until the size you want, release the mouse button.



· If you hold down the <Shift> key while dragging the resize handle, the object maintains its proportions even though the size is changed.

· If you hold down the <Ctrl> key while dragging the resize handle, the object is anchored to the center of the original position.

· If you hold down the <Alt> key while dragging the resize handle, the object is resized in a smaller scale to help you resize the object more accurately. 



	37. Click the rectangle to select it.
Eight resize handles appear around the object when it is selected.
[image: image65.png]



38. Position the mouse pointer over the lower right resize handle.
The mouse pointer changes to a double-headed arrow [image: image66.png]


.  You can use any other resize handle to change your object size.  
39. Drag to the size you want.
If you drag any resize handles at the four corners of the object, you can resize the width and the height of the object simultaneously.
[image: image67.png]
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40. Click the circle to select it.
The resize handles appear around the object when it is selected.
[image: image69.png]



41. Move your mouse pointer over the lower right resize handle.
The pointer changes to a double-headed arrow [image: image70.png]


.
42. Hold down the <Shift> key and drag to make the circle smaller.
You will notice that the proportions of the object remain unchanged.
[image: image71.png]
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	How To
Move An Object 


1. Position the mouse pointer over the object you want to move.

2. Drag the object to the position you want.



	43. Position your mouse pointer over the oval object.
You want to move the oval object to the blank space on the right.
[image: image73.png]Graphical Objects





44. Drag to the blank space on the right.
The oval object is moved to the right of the circle. If you want to move the object again while the object is selected, you will notice that your mouse pointer changes to [image: image74.png]


, indicating that you can move the object now.
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	How To Delete An Object


1. Click the object to select it.

2. Press <Delete>.



	45. Click the oval object.
The object is selected.
46. Press <Delete>.
The oval object is deleted from the slide.


	How To
Rotate and Flip An Object 


1. Click the object to select it.

2. Click the Draw button on the Drawing toolbar and position the mouse pointer over Rotate or Flip.

3. Click the option you want from the submenu: Free Rotate, Rotate Left, Rotate Right, Flip Horizontal or Flip Vertical.



	47. Click the Right Arrow Callout to select it.
The Right Arrow Callout object is selected.
[image: image76.png]



48. Click the Draw button on the Drawing toolbar, and position the mouse pointer over Rotate or Flip.
A submenu appears as shown below:
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49. Click Rotate Left from the Rotate or Flip submenu.
The object is rotated by 90-degrees to the left.
[image: image78.png]



50. Click Rotate Right from the Rotate or Flip submenu.
The object is rotated by 90-degrees to the Right, back to the original position.
[image: image79.png]





	
	51. Click the Draw button on the Drawing toolbar, and position the mouse pointer over Rotate or Flip.
The Rotate or Flip submenu is displayed.
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52. Click Flip Horizontal from the submenu.
The Right Arrow Callout is flipped by 180-degrees horizontally as shown below.
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	How To Group And Ungroup Objects 


1. Select all the objects you want to group.

2. Click the Draw button on the Drawing toolbar.

3. Click Group.
4. If you want to ungroup it, click the grouped object and click the Draw button on the Drawing toolbar then click Ungroup.

· You can only perform the group function after you have selected more than one object.


	53. Click the New Slide button [image: image83.png]


 on the Standard toolbar to create a new slide.
The New Slide dialog box is displayed.
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54. Double click the Blank layout.
A new blank slide is created.
55. Create a square, and fill the square with red.
[image: image85.png]



56. Create the second square to overlap the red square, and fill with blue; create the third square to overlap the first and second squares and fill with yellow.
Your completed slide will look like this:
[image: image86.png]





	
	57. Hold down the <Shift> key to select the Red, Blue and Yellow squares.
 To select multiple objects, hold down the <Shift> key and click on the three squares. The three squares are selected with resize handles appear around them.
[image: image87.png]



58. Click the Draw button on the Drawing toolbar, and click Group.
The three objects are grouped to become a single object. They will be resized or moved simultaneously.
[image: image88.png]



59. Click the Draw button on the Drawing toolbar, and click Ungroup.
The grouped object is ungrouped to become three separate squares again.
[image: image89.png]





	How To Arrange Objects Layers 


1. Click the object to select it.

2. Click the Draw button on the drawing toolbar, position the pointer over Order, then click the order actions to arrange the selected objects as you want:

Bring to Front brings an object to the front of all the objects.

Send to Back sends an object to the back of all the objects.

Bring Forward brings an object one layer forward.

Send Backward sends an object one layer backward.



	60. Click the red square to select it.
You want to bring the Red square one layer up so that it appears in front of the blue square.
[image: image90.png]


 

61. Click the Draw button on the Drawing toolbar, and position the pointer over Order, then click Bring Forward.
The selected red square object is brought one layer forward so that it appears in front of the blue square.
[image: image91.png]



62. Click the blue square to select it.
Now, You want to bring the blue square in front of both red and yellow squares.
[image: image92.png]



63. Click the Draw button on the Drawing toolbar, and position the pointer over Order, then click Bring to Front.
The selected Blue square object is brought to the front of all layers of objects.
[image: image93.png]





	
	64. Click the blue square to select it.  Click the Draw button on the Drawing toolbar, and position the pointer over Order, then click Send Backward.
The blue square is sent one layer backward so that it appears behind the yellow square.
[image: image94.png]


 

65. Click the yellow square to select it.
You want to send the yellow square to the back so that it appears behind both blue and red squares.
[image: image95.png]



66. Click the Draw button on the Drawing toolbar, and position the pointer over Order, then click Send to Back.
The selected yellow square is sent to the back and it appears behind both blue and red squares.
[image: image96.png]






	How To
Align Objects 


1. Select the objects you want to align.

2. Click the Draw button on the Drawing toolbar, and position the mouse pointer over Align or Distribute.
3. Click the options to align or distribute the selected objects.

Align Left aligns objects to their left.

Align Center aligns objects to their center.

Align Right aligns objects to their right.

Align Top aligns objects to their top edges.

Align Middles aligns objects to their middles.

Align Bottoms aligns objects to their bottom edges.

Distribute Horizontally distributes objects equal distances from one another horizontally.

Distribute Vertically distributes objects equal distances from one another vertically. 


	67. Position the three squares in the following position. 
Make sure they are not aligned.  You are going to align the objects horizontally to the top.
[image: image97.png]



68. Hold down the <Shift> key to select the all the squares.
To select multiple objects, hold down the <Shift> key and click on the three squares. The three squares are selected with resize handles around them.
69. Click the Draw button on the Drawing toolbar, and position the mouse pointer over Align or Distribute.  Click Align Top.
The selected objects are top aligned to the object, which is at the top position among the selected objects, as shown below.
[image: image98.png]



70. Click the Draw button on the Drawing toolbar, and position the mouse pointer over Align or Distribute.  Click Distribute Horizontally.
PowerPoint evenly distributes the selected three squares horizontally. [image: image99.png]





Exercises

Drawing and Working With Graphical Objects


1. Start PowerPoint and create a new blank presentation.

2. Draw the graphics as shown below using the Drawing Tools on the toolbar.
[image: image100.png]



3. Note: 
Use marble texture for the head of the owl.
The eyes are circle fill with 1 color shading (shading style from center). The eyes are arranged behind the triangle but in front of the body.
Use pattern for the wings.
Use Can from Basic Shapes to create the tree trunk.
Rotate the tree trunk.
Use Medium Wood texture for the tree trunk.
Create shadow for the tree trunk.

4. Group all the objects belong to the owl.

5. Move the owl to the left of the tree trunk as below.
[image: image101.png]
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Task Name.  Each task consists of a series of fully illustrated step-by-step instructional actions, which helps you to follow the hands-on activities precisely.





Visual step-by-step instructional actions show you the hands-on activities to accomplish the task.  These instructional actions appear as such.





The important commands or keywords are highlighted as such.





The texts that you need to type in appear as such.





Actual screen captured illustration such as the dialog boxes and the result outcomes are displayed to show you how they would appear on screen.  This helps you to learn visually and effectively.





A thick rectangle or circle is used to draw your attention to the part of the illustration that you are dealing with.





Detailed descriptions and explanations on each step help you to learn more about the step that you have just performed. 





Handy summary.  Each task concludes with a summary that reinforces the key steps in the task.  It also serves as cue card for a specific task.  





Appropriate tips, tricks, and shortcuts that you may find useful are included to further enhance your skill.





Section name.  Each section groups the related chapters under the same section to make sure you learn all the related features and skills in complete details.





Chapter introduction. Each chapter begins with a presentation and illustration to present the concepts you need to have a better understanding of a chapter before you begin.





Chapter name. Each chapter is an independent learning unit.  No exercise files need to be installed prior to the training.  This lets you start your training anywhere or anytime you like.





�





M O D U L E  2





Microsoft PowerPoint 2000 





THE COMPLETE





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





SUMMARY





TIPS





TIPS





TIPS





TIPS





TIPS





TIPS





TIPS





TIPS





CompleteVISUALTM


Step-by-step Series�Computer Training Manual


www.computertrainingmanual.com








