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PowerPoint

Lesson /-A
Printing and Saving

This Lesson uses the ELEPHANT Presentation
OR
any presentation you have made!

You have already used SAVE and SAVE AS presentations you have made!
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PowerPoint 7-A : Printing and Saving - Standards

15. Save a presentation as a .ppt, .pdf, .png, etc.
16. Create handouts.
17. Print a presentation.

[File] {Export} a File



PowerPoint 7-A : Vocabulary

. Handout (Slides with Note spaces),
. Printed or Exported to Word
 Print (Slides, Handouts, PDF)
. Hard Copy (Physical Printed)
] Soft Copy (Electronic File)
. Export: Create as a different FILE TYPE
. Save (Current Place and Name / Replace)
] Save As (Place and Name, Export: JPG, PDF)




PRINT a Presentation - [File] {Print} or (Ctrl P)
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PRINT a Presentation - [File] {Print} or (Ctrl P)
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Save a Presentation - [File] {Save} or (CtrlS)

If you EXIT (X Close) PowerPoint, you will get a warning if you have a
presentation that you have not saved after making changes!

[:r Quick Access Toolbar
—

SAVE will replace (update) a current file location.

SAVE AS allows you to change where you want to save it, the Name, and Type.

The Last ‘Saved’
Save As

/]\ [ D: > NorthStar > 08_PowerPoint = PowerPoint_7_Printing and Saving

)
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PowerPoint-7-A_Printing

6 i | PowerPoint Presentation (% pptx) -
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Save a Presentation - [File] {Save As}

Other File Types

’]\ [ B> NorthStar = 08_PowerPoint = PowerPoint_7_Printing and Saving

PowerPoint-7-4_Printing

T [ D: > NorthStar > 08_PowerPoint = PowerPoint_7_Printing and Saving PowerPoint Presentation (*.pptx)
PowerPoint-7-A_Printing PowerPoint Presentation (*.ppte)

| PowerPoint Presentation (*.pptx) i PowerPoint Macro-Enabled Presentation (*.pptm)
More options... PowerPoint 97-2003 Presentation (*.ppt)

PDF (*.pdf)

AP5 Document (".xps)

PowerPoint Template (*.potx)

Name | Date modified PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 97-2003 Template (*.pot)

Office Theme (*.thmx)

PowerPoint Show (".ppsx)

PowerPoint Macro-Enabled Show (*.ppsm)

0T Iy

PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-in (*.ppam)
PowerPoint 97-2003 Add-in (*.ppa)
PowerPoint XML Presentation (*axcml)
MPEG-4 Video (".mp4d)

Windows Media Video (*wmv)
Animated GIF Format (*.gif)

JPEG File Interchange Format (*.jpg)
PMG Portable Metwork Graphics Format (*.png)
TIFF Tag lmage File Format (*.tif)
Device Independent Bitmap (*.bmp)
Windows Metafile (*owmf)

Enhanced Windows Metafile (*.emf)



EXPORT [File] {Export}
EXPOrt

% Create PDF/XPS Document
1 Create a Video
[Ty

Create an Animated GIF

&y
L

@ Package Presentation for CD

EE] Create Handouts

[%29 Change File Type

Create a PDF file of the Presentation.
Good for using the PRINT Features of a PDF for Size and Pages.

Create an MP4 Video of the Presentation.

Takes a little time to create. There is a STATUS Bar at the bottom of
the screen

Creates a GIF (small Video) of the Presentation.
(Need to have a delay transition between slides)

“Bundles files needed for the presentation”

Makes a WORD Document of the Presentation

As Individual Pictures (JPG) or other FILE TYPES



PowerPoint /
Reference - A

Directions: Complete the following.

1. Open PowerPoint. Copy the following slides:

Computer Lab Hours

sMonday: 9 AM -5 PM
ofuesday: AM - 5 PM
‘Wednesday: 9 AM -3 PM
o«Thursday: 12 AM - 5 PM
oFriday: 10 AM -2 PM

Computer Lab Rules

oNo food or drinks

sShut down
computers when
finished

sNo loud talking
sAlways ask for help!

2. Click File. Click Print.

3. Find the Print button. Don't click on it. Leave the print menu.

4. Use Save As to save the document on the desktop as

“Computer lab info”.

5. Close PowerPoint.

6. Find the file on the desktop. Open it again.

7. Change the hours for Friday from “10 AM - 2 PM " to “Closed".

8. Click Save.

9. Close PowerPoint.
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D ower P O | nt 7 Learning Center Fliers

Directions: Complete the following individually:

Reference-B

2. Make two slides with Title and Content layout. Use the
information you wrote on Handout A.

Click File. Click Print.
Click "Full Page Slides”.

. Open PowerPoint.

Select “2 slides”. Leave the print menu.

o oA W

Click Save As. Save the document on the desktop as “Learning
center info”.

o

Close PowerPoint.

8. Find the file on the desktop.
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PowerPoint /
Handout - A

Learning Center Handout

Make a Presentation with the following information

Information about

e TpT——
* Available classes:
* Address:
* Phone number:
Hours

* Monday:

* Tuesday:
 Wednesday:
* Thursday:

* Friday
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PowerPoint 7 : Handout — B : QUIZ

Z3YE 53VE 3% print handout

1. Larawants to write information about her school's graduation
party on a piece of paper and give it to her friends. She can use

PowerPoint to make a

2. Lara just finished her handout. Now, she can

it with two slides on each page.

3. Mow that she's finished, she can use and

sawve the slideshow as "Graduation party” on her desktop.

4. Lara forgot to write something on her handout, so she opened it
again and changed something. Before she closes PowerPoint, she
should her slideshow.
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