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MS Office Save As 97-2003 or PDF

hd Save AS: 97-2003 j [ Save a copy of the document
— Blackboard-submit T - e —
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97-2003 forma‘t H sae be used%nlurmatfuturs dacuments.
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Word PDF Menu

+ Standard setting are fine
— Optional to view PDF after publishing
— Blackboard-may want to use Minimum size if alot of pictures/clipart

Publish as PDF or XPS @)

Save in:

3 My Recent
9 pocuments

[} Deskiop

C Rl

Computer

g My Netiork
Places

= My
|'~—‘ Documents

Tools ]

(5} My Documents

) authorGEN Projects
[C)Camtasia Studio
[EIMy Articulate Projects
[E)My Captivate Projects
(Hmay usic
(Zhy Pictures
BBty videos

Snaglt
updater
[E)Updaters
webEx

File name:  [Sample Word Document

Save astype: [ppr
Open fil after publishing

Optimize for: (&) Standard (publishing rline and printing;
) Minimur size (publishing online)

)

Power Point PDF Menu

* Options Menu-allows you to select Handouts and publish 2-3 slides

per page

— Tip: save a copy without backgrounds and animation first (smaller file size

and black & white cheaper for students to print)

Saveln:

3 My Recert
Documents

(& Deskrop
o)y My
Dpdeuments

g
Corputer

My nistwork
Places

() M5 Cfice Tips

M3 Office 2007 Tips
M3 Office 2007 Tips Handouts

Options

Rrange
@al O Current slide

O Slide(s)

X

“TMs Office 2007 Tips Notes Pages

Publish options
Publish what:
Handouts v

Include hidden siides
[ inchude comments and ink markup

sides perpage: [z v

File name: M3 Office 2007 Tips
Save astype: [ppr

Trclude nor-printing nFormation
Dacument properties
Document structure kags For accessibiliy
PDF optians
[]150 L3005-1 compliant (FDF/A)
Bitmap text when forts may not be embeddsd

Open file after publishing
Optimize For:  (3) Standard {publishing anine and printing)
O Pinimum size {publishing online)
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MS Office-Paste Special

) H9-UE&"
42/

« Paste Special- | —
Unformatted Text e . |

[ Paste

removes text ‘:j ‘
formatting —

— Great for Coping and Paste Special e

Source: Microsaft Office Ward Document

pasting text into a .
(@) Paste: Microsaft OFfice Word Document Object
new document from Formatted Test (RTF

Pickure (Windows Metafile)

other documents
and websites

Inserts the contents of the Clipboard as text without any formatting.

Word Document-Clear Formatting

 Highlight sections of text with mouse or whole document
(CTRL and A key to select all text)

Microsoft Word g x
1bat )
- % 33 Find ~
MABECCDL AABBCCDL AABBCCDL  AaBbCcDe 4
Sac Replace
Subtle Ref.. IntenseR.. BookTitle T lList Para... Change

Styles ~ || i Select ~

7 Editing

EEERE KRR R TR e, - x| @
-
Clear Al
Normal T
Mo Spacing T

* From the Home ribbon, expand the Styles menu and select
Clear All (red squares on picture)

— Normal will also standardize most of the formatting
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Word vs. Web Page Formatting

* Word/print formatting | « \Web page formatting

— Single space is — Double space is default
default on on Enter/Return key
Enter/Returnkey — Arial or Verdana (sans

— Times New Roman serif serif) font is easier to
font is easier to read read on a monitor or

— 12 or 10 sized font projector

— 3(=12) or 2 (=10) sized
font

Tip: If you want to single space web page text, use a soft return via:
Shift and Enter key (MAC: Command/Apple and Enter keys)

Power Point-Record Narration

* Slide Show ribbon
° R d N H Animations Slide Show Review View Add-Ins authorPOINT Lite Acrc
eC 0 r ar r atl 0 n . > Resolution: Use Current Resolul

57 Rehearse Timings [F) Show Presentation On: | Primary Monitor

. BCY
Set Microphone Level s e 5

Slide Show  Slid
— Need a headset or
microphone for computer

SetUp Monitors

Record Narration

Current recording auality
[untitled]

10 kb}: d Cancel
* May need to Change
Quality later and —

Tip

increase kHz (stay with
. . . @ recording quality uses more disk space. Large narrations should be linked For better
8 Bit, Mono) if sound is

[CJLink narrations in:— C:Y...\Conkenk. M50} Browse. ..

poor in presentation
+ Click OK button
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PPT Record Narration Cont...

Click on First Slide button @3
. ‘ou can skart recording narration on any slide. Do you want to start recording at the:
- Sam oot Skl o

Slide Show Presentation will
begin and you can begin
speaking
— Click on space bar to
advance slides and
animation

— Pick a quiet place to
m|n|m|ze background Microsoft Office PowerPoint
noise

Press Esc key on keyboard
when done and Save button
Tip: Test just a couple of

slides the first time to make
sure the audio sounds good

PPT Record Narration Editing

Replay your presentation.

If you want to redo the K

audio recording on one W

slide, click on the sound

icon and delete it (Delete

Record that slide again

starting from Current Slide

Press Esc key when done
and Save button
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MS Office-Optimizing Pictures

Picture Tools - =

- Double Click a picture ' ==

to view the Picture
Tools

N B AR D

T3, Bring to Front ~ |2 Align ~ L :
& . =} 4] Height: |1
33, Send to Back =[] Group ~

Crop | == width: [4.50"
B4 Selection Pane S Rotate ~ 2} width: |4.59

Arrange Size =

— Crop pictures R Compress Pictures
5 Brightness _ Apply compression settings naw
— Add Borders @ Comren - RTINS [] apply to selected pictures anly

fmRecolor - g Reset Picture

« Compress Pictures

— Options (standard
settings fine)

— Ok button

— Makes file size smaller

—
[Coptons. | [ ok ] [ canel |

Adjust

Compression Settings

Compression options:
Automatically perform basic compression on save
Delete cropped areas of pictures
Target output:
() Print {220 ppi): excellent quality on most printers and screens
(3) Sereen (150 ppi): good for Web pages and projectors
) E-mail (35 ppi): minimize document size for sharing

Blackboard-Reduce File Sizes

* Smaller files are
easier to view and
download so watch
your file sizes

+ File Size Comparison:
— Small: 1-1000 KB
— Medium: 1-50 MB
— Large: 50-100 MB

— Huge: 100-250 MB
(need to be broken into
parts and smaller files)

+ Tips to reduce file sizes:
— Optimize pictures and
remove non-content

relevant graphics

— Remove extra web page
formatting

- PPT:

» Post PDF file or plain Black
& white handouts

* Remove backgrounds and
animation

— Video: stream videos

* Add streaming video link
with Bb External Link
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Check File Sizes

= M3 Office 2007 Tips
[E¢

« Check file sizes BE e -
— Start Button and My

General | Security | Summary | Previous Versions

CO m p U te r —:" PPT_CompressionSettings
- S e | eCt CO rre Ct d rive Type of file:  Adobe Fireworks PNG File
° exam ple. J raasch On Opens with: i Adobe Fireworks C53
New Moon

Location: Z\MediaSite Trainings'MS Office Tips

. . . Size: 15.0 KB (15,361 bytes]
— Locate file & right click | |cos oo s
& Properties menu

. . ) Search Folders | [T52]~
(size listed) I
5 Office Tips Filmstrip
 Or change the view to | Ha bl Sew Tope
. = M35 Office 2007 Tig Leons Adobe .
Details

E]M5 Office 2007 Tig o
M3 OFfice 2007 T g

- ® Details
= 1 cfce 207 Ty I

“TPPT_Campress Pictures

Microso
Adobe
Adobe .
Adobe |
Adobe |
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