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Where to Find Help When You Need It

Student Computer Help WeSite

The computer help web site for students provides information about the type of help you can get and locations where help is
available. To find this information, look to: http://rohan.sdsu.edu/~students

Help from the BATS Web Page

BATS (Baseline Acces Training and Support) is a California State University initiative to provide all students, faculty, and
staff with "baseline" access to information resources via networks, training in the uses of baseline hardware and software
systems, and ongoing pref@onal and technical support for utilization of computer resources at San Diego State University.
You can access the BATS Web Page by pointing your browskttpa// its.sdsu.edu/~bats/

Help in the Love Library Student Computing Lab

The Student Compinig Lab's purpose is to facilitate students in completing assigned class work, as well as provide
assistance to students having computer problems relating to the Internet, Netscape, SPSS, File Transfers, PC Operating
Systems, Microsoft Office Software aBdisiness Databases.

Location: 2nd floor of the Love Library building in L4200

Hours: 10:00am’ midnight Sunday
7:00ami midnight Monday Thursday
7:00ami 6:00pm Friday

10:00 ami 6:00pm Saturday

Help from the Student Computing Help Desk
Phone 5943189
Location: Love Library 220
Hours: 8:00ami 4:30pm Monday
8:00ami 4:30pm Tuesday
8:00ami 7:30pm Wednesday
8:00ami 7:30pm Thursday
8:00ami 4:30pm Friday

E-mail: problems@rohan.sdsu.edu
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CHARTS

Create the Chart

Animate the Chart

Custom Animation
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You can create your chart RowerPoinbr you can create the chart in
Excel and paste it intBowerPoint

The easiest way to create a chart is to start with a Layout that cont

a Content placeholder.

1.
2.
3.

Click on thelnsert Chart placeholder
Choo® the type of chart you wish to create and cliclosh

Select theData Sheetthat opens in Excednd make changes to
the default data that is presented.

Once your data is reflected in the Data Sheet close Excel and y
chart will be created in the slide.

When you select your chart the Chart Tools tab is activate
Within that tab you can click on tH2esign tabto make changes
to the design of the chart, you can click on tlayout tab to
make changes to the Layout and you can click or-thieat tab

to make changes to the format of the chart.

You can animate the data as it appears on the scrééie: Some

chart types and animation schemes cannot be animated.)

To animate the data:

1.
2.

Select the chart.

Click on the Animations tab and then click onCustom
Animation In the Animations group.

Click on Add Effect and then choos&ntrance. Choose the
effect you would like to applysome effects cannot be animated
The®Dissolve Ideffect works well.)

Click on the next to the chart name in the kaBaneand
chooseEffect Options.
Click theChart Animation tab.

Choose the desired animation effect from the following options:

Group chart: | As one object v

‘As one object 1
By series

By category

By element in series

By element in categor
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AUTOMATING
THE SLIDE SHOW

Advance slide

[TJon mouse click
Automatically after
0003 4

Apply to All Slides

Microsoft PowerPointi Advanced

7. For best results, deselect th&nimate Grid and Legend
checkbox.

The PowerPoint presentation can be setup to run automatically. Th
beneficial if it is being shown in a kiosk setting where people drop
randomly to view the presentation. By setting it up to ru
automatically, a presenter does not need tarbgent

NOTE: It is generally NOT a good idea to have your presentatic
automatically advance while you are talking. Sometimes you will te
too fast and you will have to wait until for the next slide. You ma
also be asked a question that will throffryour timing.

You have the ability to preet the amount of time each slide will be
shown when the slide shawns. You can do this two ways. You car
manually enter timings for a single slide or for a group of slides
you can run the PowerPoint peagation in the Rehearse Timings
mode.

Manually Enter Timings

1. Select a slide or a group of slides.

2. Click on the Animations tab and then click on Automaticall
After in the Transition to This Slide group.

3. Enter the time in seconds that you want the setestide(s) to
display before moving on to the next slide.

Rehearse Timings

1. Click on the Slideshow taénd then click orRehearse Timings
in the Setup Group.

2. The presentation will run with a clock in the upper left corner «
the window.

3. Talk through youmpresentation andlick the Next button in the
toolbar to advance to the next slid®hen you reach the end of
the slide show, clickkesto accept the timings dto to start over.

Removing Timings

1. Select a slide or a group of slides.
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HYPERLINKS

[elay sound:

MEDIA CLIPS

2.

Click on the Animatios tab and then deselect thatomatically
After button in the Transition to This Slide group.

You can useHyperlinks to move between presentations, or to move
specific slides within a presentation.

You can also us@éction Buttons in your presentation, and you can <
them up so that when you click on a button you are hyperlinkec
another slide in your presentation, to another presentation, to a docu
on the computer (or network) or even to a specific web site address.

To place arAction Button on a slide:

1.

Click on thelnsert tab and then click orshapesin the lllustrations
group. From thedrop down menu click on theutton you want in
the Action Buttons area.

Your cursor will turn into a small black plus sign.
Go to the location on the slide where you want the button to res
click anddraw the button. When finished, the Action Settings

window will open.

Select youdesired actionfrom the drop down menu and cli€k.

You can put video and audio in the presentation and you can control
and when the media clip plays.

Insert a Movie Clip To insert a movielip from a file:

1.

Click onthelInsert tab and then click oMovie in the Media Clips
group Click onMovie From File.

Navigate to the folder containing the movie and dldk.

You will be asked how you want the movie to start. Choc
Automatically if you want the movie to start when the slide |
displayed or choos@/hen Clicked if you wantto start the movie
when you click the mouse button.
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NOTE: Double clicking the movie at this point starts the movie playir
Click on the movie to pause and click on it again to start agai

Play Movie Full Screen To play a movie in full screen mode:

1. Click on theMovie Toadls tab then click onPlay Full Screenin the
Movie Options group

NOTE: Low resolution movies will appear very pixilated in full scree
mode.

Play Movie Through The Movie Clip can be set up to continue playing as you move throu
Multiple Slides seies of slides. (Not applicable for Full Screen Mode.)

To set up the movie:
1. Selectthemovie icon

2. Click on the Animations tab and then click 6astom Animation
in the Animations group

3. Click the down arrow to the right of the animation in the Custc
Animation List in the Task Pane.

4. ChooseEffect Options.

5. In the PlayMovie Window you can choose when to start the mo\
and when to have the movie automatically stop playing.

About Audio Clips  \yhen you insert a sound into a presentation, PowerPaakstthe file

size of the sound to determine whether to link or embed it. Linking
stores the sound file externally, while embedding stores the sound
within the presentation.

In PowerPoint Options, you can set the file size you want (100KB is
recommeded). If the sound file is less than the file size you indicate
the sound is embedded. If the file size is greater, the sound is linke
with the exception of a WAV file, which is always embedded.

To set the file size, click thdicrosoft Office button, click
PowerPoint Options then clickAdvanced, scroll down to under Save
enter a file size in KB, and then cliéX.
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Insert an SoundClip To insert arsoundclip from a file:

1. Click on thelnsert tab and then click o8oundin the Media Clips
group. Click onSoundFrom File.

2. Navigate to the folder containing the movie and oldk.
3. You will be asked how you want theoundto start. Choose
Automatically if you want thesoundto start when the slide is

displayed or choos#/hen Clicked if you want tostart thesound
when you click the mouse button.

Play SoundThrough The Sound Clips can be set up to continue playing as you move thr
Multiple Slides a series of slides.

To set up the sound:
1. Select thesound icon

2. Click on the Animations tab arttien click onCustom Animation
in theTransition To This Slidgroup

3. Click the down arrow to the right of the animation in the Custc
Animation List in the Task Pane.

4. ChooseEffect Options.

5. In the Play Sound Window you can choose when to start theem:
and when to have the movie automatically stop playing.

Play a CD You can have audio from a CD played during your presentation.
Pl aying audio from a CD doesn
However, you have to remember to bring the CD when wmoe
presenting.

1. Click on thelnsert tab and then click oBoundin the Media Clips
group. Click orPlay CD Audio Track.

2. Navigate to the folder containing the movie and oldk.
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