
PowerPoint 2003 Level 2  User Manual 

Copyright © 2005 Shaw Computer Systems Page 3 of 48 

PowerPoint 2003 Table of Contents 
 

1 Critiquing PowerPoint Presentations ............................................... 6 

1.1 What’s Wrong With This Presentation? ...................................................7 
1.2 Ideas to Make this Presentation More Powerful ......................................7 

1.2.1 Use the Speaker’s Notes Pane Wisely .............................................7 
1.2.2 Animate Objects that Convey Information ........................................7 
1.2.3 Add Transitions .................................................................................9 
1.2.4 Add a Design Template ....................................................................9 
1.2.5 Change Slide Layouts.....................................................................10 

2 Advanced Slide Control and Formatting ........................................ 11 

2.1 Creating Segments in a Presentation ....................................................11 
2.2 Creating Mini-Presentations...................................................................12 
2.3 Using Multiple Presentations in a Single Presentation ..........................13 

2.3.1 Creating a Large Presentation from Mini-Presentations ................13 
2.3.2 Linking to Segments Instead of Embedding Them.........................13 
2.3.3 Skill Builder Practice .......................................................................15 

2.4 Hiding Slides and Secret Doors .............................................................16 
2.4.1 Hiding a Slide ..................................................................................16 
2.4.2 Skill Builder Practice .......................................................................17 
2.4.3 Secret Doors ...................................................................................17 
2.4.4 Skill Builder Practice .......................................................................17 

3 Using Content Specific Slide Layouts ............................................ 18 

3.1 Using a PowerPoint Chart......................................................................18 
3.1.1 Skill Builder Practice .......................................................................19 

3.2 Placing a Diagram on a Slide.................................................................20 
3.3 Working with Tables ...............................................................................24 

3.3.1 Creating a Table..............................................................................24 
3.3.2 Adjusting Table Borders..................................................................25 
3.3.3 Formatting Table Cells....................................................................27 



PowerPoint 2003 Level 2  User Manual 

Copyright © 2005 Shaw Computer Systems Page 4 of 48 

 

 

4 Starting and Controlling a Presentation Professionally ..................28 

4.1 Starting a Presentation Professionally................................................... 28 
4.2 Reversing through your Presentation.................................................... 29 
4.3 Multi-Tasking.......................................................................................... 30 

4.3.1 Method 1......................................................................................... 30 
4.3.2 Method 2......................................................................................... 31 

4.4 Adding Some Enhancements ................................................................ 32 
4.4.1 Inserting Transitions Revisited ....................................................... 32 
4.4.2 Adding Animations Revisited.......................................................... 33 

4.5 Custom Animations................................................................................ 34 
4.5.1 Active Animations ........................................................................... 35 
4.5.2 Graphic Overlays............................................................................ 37 

4.6 Screen Blanking Options ....................................................................... 38 
4.6.1 Method 1......................................................................................... 38 
4.6.2 Method 2......................................................................................... 39 

5 Distributing a Presentation .............................................................40 

5.1 Creating a Presentation for the Web ..................................................... 40 
5.2 Making a Slide Show into a PDF........................................................... 41 
5.3 Creating a Presentation Suitable for Distribution .................................. 42 

6 Creative Uses for PowerPoint ........................................................44 

6.1 Creating a Flyer/Inset/Certificate Using PowerPoint ............................. 44 
6.2 Making a Poster Using PowerPoint ....................................................... 45 


