Highline College

Busn 216: Computer Applications for Business (Fun and Power with Computers)

Office 2016 Video #10: Word Styles, Table of Contents & Send to PowerPoint & Introduction

To PowerPoint

1) Styles
i. Styles are in the Home Ribbon Tab, like in this picture:
ii. Styles are a set of formatting elements that can be applied over and over
iii. Youcan:
1. Use existing Style, like “Heading 1”
2. You can modify a Style to change or add new elements
i. To modify, right-click Style in Styles group and click on Modify
3. You can create your own new Style
iv. You can add Formatting elements to:
1. Characters
2. Paragraph
3. Characters and Paragraph
4. List
5. Table
v. To create your own new Style:

1. Add formatting
2. Select text or paragraph
3. Click on “More” button in Styles group, like in this picture:
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4. After you click on More, it opens up to show “Create a Style” option, like in this picture:

P9 Clear Formatting

74, Apply Styles...

b 23

5. Click “Create a Style”
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6. Type Name of new Style, like in this picture:
(Create New Style from Formatting M‘

Name:
Video Title|
Paragraph style preview:

Stylel

[ ok | [ modiy. |[ cancel

7. Click Modify to open New Style from Formatting dialog box and select “New document based on
this template”, like in this picture:
f Create New Style from Formatting M‘

Properties
Name: Video iitle
Style type: Linked (paragraph and character)
Style based on: 97 Normal
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Office 2016 Video #8: Word Styles

Font: 20 pt, Bold, Centered
Line spacing: single, Space
After: 18 pt, Border:
Box: (Single solid line, Auto, 0.5 pt Line width), Style: Show in the Styles gallery

[¥] Add to the Style Automatically update
() Only in this d§gument @ iNew documents based on this template:

Co ) Coma ]
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8. Click OK
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vi. Open Styles dialog Task Pane by:
1. Clicking Dialog Launcher for Styles Task Pane

BBCcDC AaBbCcDu
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2. This is what Styles Task Pane looks like:

Styles T K
Clear All
Normal T
Stylel 12
No Spacing T
Headinz 1 fa
Heading 2 Ta
Title bE]
Subtitle 13
Subtle Emphasis a
Emphasiz a
Intens= Emphasis a
Stronz a Manage Styles
jeuts - button if you
Intenss Quote Ta
Subtls Raferenca a want to Delete
Intensa Raference a Sty|eS
Book Title a
I List Parazraph 1Tl
[C] show Preview
[] Disable Linked Styles Options button
uf %) |2 options.. o to Show All

Styles Available
3. To delete Styles click Manage Styles button.

4. To show all Styles use Options button
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2) Automatic Table Of Contents:

i. Styles like Heading 1 and Heading 2 can be used to create automatic Table of Contents
ii. The automatic Table of Contents button is in “Table of Contents” group in Reference Ribbon Tab, like in

this picture:

Home Insert Design Layout References
+

“NAdd Text ~ ABl M7 Insert Endnote ;D
[ Wpdate Table AE Next Footnote ~

Insert i o Smart
Contents ~ Footnote (=l Show Notes Lookup
Table gf Contents Footnotes 5 Res

3) Send Word to PowerPoint

i. Formatting In Word:
1. Text that are formatted with Heading 1 will be converted to Title text in PowerPoint.
2. Text that are formatted with Heading 2 will be converted to primary bullet.
3. Text that are formatted with Heading 3 will be converted to sub-bullet (2nd level bullet),
Heading 4 will be converted to 3rd level bullet, so on and so forth.
ii. Sending Word document to PowerPoint:
1. In Word, right click on the ribbon.
Select Customize Quick Access Toolbar.
Under "Choose commands from:", select All Commands.
Look for "Send to Microsoft Office PowerPoint".
Click Ok.
The command will then be added onto the Quick Access Toolbar (QAT).

2. After you are done in Word, save it as a Word document.
Now open PowerPoint.
Click on the Office Button at the top left hand corner.
Click Open.
Under Files of type, select All Outlines.
Now select the Word document and click Open.
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4) Basic PowerPoint Formatting
i. Tochange a Slide to a “Title Slide”:

1. Select Slide
2. Inthe Home Ribbon, in the Slide group, click on the Layout drop-down, then click on Title Slide,

like in this picture
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3. To add the “Slice” Theme:

i. Click on Design Ribbon Tab

In the Theme group click on “Slice”. If you can’t find Slice, pick one that you like. Here is

ii.
a picture:

View Add-ins

Design Transitions Animations Slide Show

File Home Insert
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4. To add Transition:
i.  What is a Transition? Transition is movement between the slides.

To add a Transition, go to the Transition Ribbon Tab and select “Wind” or some other

transition.

Add-in
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BOOMERANGS ARE EASY 7

1O THROW!

Page 5 of 6




iii. You can add a sound to the transition in the “Timing” group, like in this picture:

Adivance Slide
O Doretien: 00— On Mouse Click
T3 Apply To All [] After: 00:00.00 .

v

4, Sound: breeze.wav

Timing

iv. To apply the Transition and Sound to all slides be sure to click the “Apply To All” button
in the Timing group, like in this picture:

"_’, Sound: breeze.wav + Advance Slide

02.00

-

v On Mouse Click
(] After: 00:00.00

|'-_L-_'
T3 Apply To All %

v

Timing

5. To Play PowerPoint keyboard = F5
6. To Start PowerPoint from current slide keyboard = Shift + F5
7. To end PowerPoint Presentation keyboard = Esc.
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