and win a
memory stick
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This document is made up from
two  types of information.
'Knowledge’ and  'Procedures'.
Brown text inside a scroll, like this
is the '‘Knowledge' component. It
attempts to explain the reasons
for  performing the  tasks
contained on the ‘'Procedure
pages.

To create a Birthday card using
A4 paper we need to use a suitable
tool. Microsoft PowerPoint
Presentation has been selected.
Unlike Word, PowerPoint allows
free movement of text boxes and
pictures across the page. Each
text or picture box can be
stacked, and their order
rearranged to create a ‘complex’
document without the ‘fixed'
structure a Word processor like
@ Word forces us to use




,o,%\,
HOW TO u

| Create your own Birthday
P PowerPoint [EaleTE| using PowerPont

1. Double Click on the

PowerPointIcon (zf you
have one on your Desktop, or just

' Paint 3D

23 reon start it from your Start Menu)

& Phone
[jj Phone Companion 2. POWQPPOinT ShOUId now

ot start

« PhotoScape X Pro

3. Click on 'BLANK
Presentation’ as you
just need a blank sheet

PowerPoint

Publisher

Reader

Reading List app

Samsung
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PowerPoint  like Libre office's
Impress Presentation is designhed
to produce office presentations,
not documents. Hence the default
size is set to Screen 4:3. To use
the tool for printing documents
you must change it's size to A4.

PowerPoint has existed for many
years and there are several
versions, PowerPoint 2007, 2010,
2016 and 365. Each version
contains the same characteristics,
but the menu positions may vary.
Look for the 'Design’ tab. Then
'Slide Size' and finally ‘Custom
Slide Size'.

The first page of a presentation
usually has a 'Title’ so a default
'Title Box and 'Text Box appears.
We want a blank page so we must
@ select all of the boxes and delete.




IMPORTANT | el
Change the size '
from ‘Widescreen' =
to A4 in the slide
size pop-out box.
Then 'Maximize'

As you just want
a blank page, you
need to remove

the 'Click to add ko add e
.. boxes

Hold down the

[CTr'l] Key and Type [A] Click toadd title
- to select all, then
press [Del], the boxes

will be highlighted and disappear.

Click once in the sheet

(to gain focus) and then -

Right Click - you want to - =~ w0
display gridlines.
Select

that option.
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Although the next few steps are
not actually required in the
creation of our Birthday card,
they are useful to illustrate the
process and to use some of the
built in functions.

Built-in shapes are very useful as
they can be individually shaped,
coloured and filled with text and
pictures (I use this to create this
page ©)

After selecting the type of shape
you want, position the mouse at
the top left of the desired object
and with the left mouse button
depressed drag to create the
shape’'s size. The object can the
be subsequently clicked on fto
select, to have it's properties
adjusted using the ‘Properties’ box

on the right.
(6) U
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8. Now, from the top File Menu we
are going to select a rectangle
shape. Select the 'Insert Tab,
'Shapes’, '‘Basic’..., ‘Rectangle'.

Then 'Click’ on screen and drag
to size.

Siides  Tables Images | Recently Used Shapes

ooooooooooo

Equation Shapes

rrrrrrrrr

sssssssssssssss

glish (United Kingdom) = =
= B s f ® ] N < p232 WM B

9. We will use the drag box
corners to adjust it to cover
exactly half of the page.
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As we want a folded Birthday
card, which has four sides. We
need to determine page 1, page 2,
page 3 and page 4's positions on
the A4 paper.

I demonstrate this by the
creation of 4 rectangles, which T
align by getting PowerPoint +to
generate a background grid (which
is only for alignment and will not
be printed).

I used the 'Text' tool (covered
later) to both number the ‘pages’
and fo create guide numbers on
the background grid.

The grid, page numbers and
rectangles are not required for
the creation of the card, but can
be used to create different
background colours and borders.




10. To help with the explanation T have %,
both numbered the background grid -
and the rectangle box (4) and added
a second ohe (1) usmg the Tex’r ’rool

O'(,’

Font Paragaph . Dpawing . Edting

11. As this will be a double sided card I
need an extra page. Use Slide menu,
New Slide to create this,

or Right click on left and 'Duplicate’
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Rather than going through the
steps (described) to create a new
page and then add additional
rectangles, I cheated.

The left-hand side of the screen
shows the existing slides in a
slide-sorted view. OK there is
currently only one, but you could
have multiple slide pages in a
presentation.

By clicking on the existing slide on
the left, o gain focus, the slide
can be copied and pasted as the
second or subsequent slide. This
can be performed by right-clicking
the mouse key.

Note: Duplicate Slide is easier
than Copy and Paste.

(0)\L




12. This new slide is going to be ’rr'ea’red Fﬂr(,
the same way as the first. Use Steps
4,5 to remove the 'Click to' boxes and
8,9, 10 to add some rectangles (2,3).

‘e

ol Q [*“]Layout - - NNOOCO O £ Find
Pas@ New e f LLie @ ol rrange
Slide ~ [ Section ~ RYANE N I
Clipboard " Slides

s B ® M <88 B 2 [

13 The numbers 1,2,3,4 deplc’r ’rhe page
numbers of the finished card when the
A4 page is folded.

Note: The rectangles and numbers are
not really needed, they just illustrate

the process ©
i (1)
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Fancy text can be added using a
built-in tool called 'Word Art

This tool allows text to become a
picture. You can make wavy,
slanted or even circular text by
simply selecting the best template
from the list.

Note once selected you can still
change its shape, colour and other
characteristics using the
properties box on the right.

One 'problem’ that confuses users
is the word 'Word Art' that is
used to demonstrate the text
effect selected.

Initially ignore it and use your
mouse to position and size the
‘Word Art' text box.

o




Word Art :%\*

14. Now to add some fancy words. W
PowerPoint has a tool called 'Word
Art which is activated by moving
the Insert Tab and
clicking the '‘Big A" | . .. 2 =
icon on the toolbar |~ .M

15. The Word Art box appears for you
to select the type of lettering you
want. Select and click 'OK.

birthday3-Mircosoft.pptx - PowerPoint

DB e &0l DEHOMEIEEI T QD .
‘A AAAA
A AAAA
A A A A/
~ A A A

16. The selected style with the words
'"Your Text Here' appears.
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After the 'Your Text Here' box is
positioned.

You need to type your words in
this box, taking care that the
words 'Your Text Here' are
deleted.

I find clicking on the text quite
difficult. You will need to practice
getting to the point where the
words you want to type actually
appear in the correct place.

It is also useful to try adding text
on multiple lines, as some of the
‘Word Art' effects work better
this way.




S

YL /N

17. This is the 'tricky bit'. Click on the e
words Your Text Her'e’ro over wm’re

with your own text &= ~ -3

18. This plain text is the word you are
editing, so type in the words you
want, making sure that the words
Your Text Here' are deleted. When
you finish your words appears.

19. Now click your word and drag /
resize using the drag box corners

ill - 1 Bri - [ Align - 4
= i & il/7.18cm
A - L Text Outline - 1 [y send Backward ~
2 Alt 3731 cm
| - it , Selecti N s
W Styles i
"

------ [promecomzesaze: abcde abcde abcde Abcde

abcde abcde =43y &3

Format tab: 'Text

Effects’'; 'Transform’

| ¥ §h
. abcde abcae abcde abcde
Allows effect changes ©
: | abede abcde abcde abede

1
. RN
g BE
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Adding images to your card is the
key component, once you have this
mastered you can use this
technigue in  many  other
applications.

1. Find a suitable image
Most search engines (Bing,
Google ..) have an ‘Images
section. Note that copying an
image  has a  copyright
implication, and some images
are watermarked to prevent
this.

2. Copy the image
This can be performed in many
ways. The easiest is to perform
a Copy and Paste, as described.
Alternative can be:
a. Locally save the image and

import via Impress

b. Use 'Snipping Tool to

directly copy the image
N




PICTURES
20.To add some pictures, open a new

Qs%’
e

Internet browser window with
GOOGLE Images. Then C|ICk Image Tab

B & [E Start
= 0 A

X |+ v
O google images|
My Feed P Go gle Google Images
I e

£ google images uk

e 158

ing search

Googlesearch ~ "7

£ google imagq
L google imagd
L google image
L google image
L google image
<0 https://www.g

& | G googleimages-Googh X | + v

< > 0 @ B htps

Go gle google images

mnmﬂ v

GGO gle.org Google

Goode  GBpogle

www.googlefr/search?q=google +imagesasource=Inmsadt

y
[}y <1 | G googleimages- Googk X | + = O =
€ O {n B httpsy//www.googlefr/search?q=google +images&ie=&ioe= j‘.‘( ‘fE .
~
Go gle google images Q HH m
Al Images  Shopping  MNews  Videos  Mon ings !
About 45.300.000 n
Google Images
htips:fimages.google.com’ ~
Google Images. The most comprehen e search on the web
- o X
garch Search by Image
g st post Search by Image. Now you can
search ... web in an enfirely ...
(o] ) m gle.com s
= To Satesearch-
. mghp?hl= >o<-elmel
L
0 P nages
Y« GoGar -
. a Google
p m: Report imag
o Go gle
mage search? | Creative Blog
por 4 3' ined-i )
icture from Gooale's imace search just oot 3 bit harder, That's bacause »
gesBisource=InmsBithm=ischfisa=X&ved=2ahl = Faaala 5
Gaogle

21. Now search fo
bunny rabbit.

HINT: Pick
one with a

plain back-
ground

r a suitable image - like a

B <& | G bunnyrabbitimages-¢ X @ + v — o X

& S O i & httpsy//www.google.fr/search?biw=10678bih=740&tbm=ischasa=1 w ‘;\5 s

GO gle bunny rabbit images A Q ] m
Tools Safes

A ¢ Shopping Videos ~ News  More Seftings SafeSearch~
“ a4 N
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When  selecting an  image
remember that you can ‘crop’ to
select only the part you actually
want, and if you want to fruly
incorporate it into your card you
should select one that has a
background that can be easily
removed.

Another consideration, one that I
did not follow, is to select one
that is of sufficient quality that it
can be enlarged without causing
pixilation / degradation of the
image. Look carefully at the title
page's image of Bill.

Multiple images can be collected
and with care a collage can be
created to make a unique picture
for your card.

o




22.Click on the image, then double

|
~>

p ‘
"%e

click on the image to open the web %

page.

«5 G bunny rabbit images - ¢ X ‘+ v T i
1

"G bunny rabbit images - Goo M Rabbit Care:HOWto Tah X | +

= WWW.petco.com,

Shop by Pet - Brands -~ Sake

Rabbit

Ral

Pet Services

23.Click on the image to gain focus and
right click. Select 'Copy

< 2> O @
petcog

Resource Center
Adoption & Rescue
Behavior and Training
Care Sheets

Bird (18

Small Animal (15
Dog (24

Cat (12

General (4)
Aquatics (34

Amphibians

Reptile (5
Invertebrates (3)

Food and Nutrition

Grooming

Health and Wellness

Home and Habitat

New Pet

Pet Guides

Product Guides

Seasonal Topics

B 4—5‘ G bunny rabbit images - Goo¢ | A& Rabbit Care: HowtoTab X | + _- O

& httpsy//www.petco.com/cor

Shop by Pet Brands Sale Pet Help Pet Services Q E

Ra b b it Oryctolagus coniculus

Rabbits are intelligent, affectionate and social animals that need daily interaction with humans or other rabbits.
Spayed or neutered rabbits tend to be healthier, live longer and are better companions.

Ask Cortana about this picture

Save picture as

Share picture

Select all

Copy

19
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Return to PowerPoint. I have
assumed that when you opened
your browser to look for your
image you did not exit PowerPoint
only minimised it and open the
browser ©.

Pasting back the image is
performed using a right click and
Paste’.

By clicking on the image, to gain
focus and performing a right click
you are able fo perform other
functions such as crop and arrange
(see later).

If you have more than one image,
or text box they can be combined
as a single entity by highlighting
both (use the shift key whilst left
clicking), the right click to ‘Group’

o




“

24 Return to LibreOffice “?ié”%

25.Click on the slide to gain focus, then
Right Click and select 'Paste'.

= m ox B ® ] < 2a W &

26.Again the size and position can be
changed with the drag boxes.

27.Multiple images
can be added to
the slide by
repeating these
steps.
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Multiple pictures and image blocks
can be arranged in any stacked
order using the 'Arrange’ function.

Once arranged these objects can

be grouped together. An easy way

to select multiple objects is to use

your mouse as a pen:
Move outside of the main
section and then hold down the
left mouse key. With the key
depressed use the mouse fto
'draw’ a box around the outside
of all of the required objects.
Each one should highlight with
drag boxes at the corners.
Right click to '‘Group'.

The control and shift keys allow

fine tuning of this technique: Ask!

Paste as a picture, not object for
better control: & paste options:

wll L

(z)\_ o
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28.HINT: You can adjust the order of ¢
mulhple words and pictures with

__ Brmg to Fr'ont Send to Back’

f}g Cut
R
=) B Copy

ulln e

3
E‘c}Q Change Picture

N L) w2
Bl 1
T . ;

FJ Bring to Front

' DD Send to Back

i & Hyperlink...

§ lmsl, Edit Alt Text..

| -

: t“i{\\*:@ [y Paste Options:

Save as Picture...

6'1." ; ¢ [] Size and Position...

o -
Q .& &' Format Picture...

| Style Crop

4

4

» DD Send to Back

O Send Backward

Right Click on the Picture.
Use 'Bring to Front' or 'Send to Back

to arrange the or'de(r\\ Y
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Removing the background colour
of an image allows a readlly
professional finish. With
PowerPoint it is really easy to do
using the Format 'Colour' tool, and
at the bottom, 'Set Transparent
Color

Unlike Libre Office only one
colour can be replaced ®

Use the Eyedropper to select the
colour to be removed, but take
care as you may make ‘holes’ in
your image where the background
shows through. If this happens, an
easy fix is to create a rectangle
of the same colour and similar
size. Place it over the 'hole’ in your
picture and use the ‘arrange’ tool
to send it behind the image. Now
‘Group’ the two together.

() \L
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RECOLOUR PICTURES

29.To remove the whitish rabbit -
background, use the re-colour tool. Make
sure that you have the image ‘clicked' in
focus: 'Tools', 'Colour’ 'Set Transparent

Colour’

g ' ' ' | ' | PRy

RRRRRRR

2l > = < 2 N Birthday
; 8
Sl

aaaaaaaaaaaaaaaaaaa

30. Cl|ck on Se’r Trcmspar'en’r Color ’rhen
click on colour to remove.




C

ler ~yelere
Krowlacdgs 6

Addition of plain text is easy using
the text box tool.

By default each of the shapes
(from ‘Insert’, 'Shapes’) will
automatically allow words to be
typed inside them, rather than
using the text tool.

With the words of the fext
highlighted (Move the mouse over
the words with the left button
depressed) the Format Tab, on
top will allow a wide range of
functions.

These include character,
paragraph and spacing functions.

Text can also be bulleted and
numbered from the properties’
panel.

o




Add Words o

y
(o)
e

31. Move to the next slide (pages 2 - 3)

32. Click the Insert Tab and then the
'Text Box icon.

Text 1 B :'

Box

33.Click on the Slide where you want the
text to go, and type.
34. Then C|ICk to hlghllgh’r the ’rexT box

Slide Show Review

ComicSansi®l24 ~ A A A =~ é: -
Happy Birthday to you |° Centaur
CentSchbkCyrill BT
: : : : | Century
Century Gothic
Century Schoolbook
Century725 Cn BT

35. The Home Tab allows &

Century751 SeBd BT

the adjustment of the awwn

Chaparral Pro Light

Font, colour and size CHARLENMAGNE STD

Chiller

e.rc . Comic Sans M~ 24 - A‘ A' Ay | i CINEMA GOTHIC BTA SHADOW
1 CINZEL
AV . - | Clarendon Blk BT
B 1 u S - = A : Clarendon BT

Clarendon Lt BT
Font M Colonna MT
Comic Sans MS hd 27
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Font type can also be selected,
with a wide range of built-in types
available.

Each font type can be made italic,
underlined or emboldened.
Additionally  strike  through
subscript and superscript (ie Xx,,
or 2nd ) can be created.

Shadowing text gives another
range of possibilities with both
the shadow size and colour being
changeable

Writing a made by, or copyright
notice on the last page (page 4)
makes your card look even more
professional.

)N




36. The 'Format’ tab can be used to e
create other effects with the words. -

Highlight Text - Hold left mouse key
over words to select the text to

change _ - |
Happy Birthday

Then C|le the effecT you want.

birthday3-Mircosoft.pptx - PowerPoi

Animations Slide Show Review View Help

£ shape Fill -

Bring Forward - [ Alig

IR

sssssssssss

A Text Effects Text  OlsSelectionPane  “ARotate~ =¥ Jcm

Accessibility

ile esign jol
N\ [0 O O - | {{Edit Shape AText Fill v_ - h € Align = Tl ocgem -
ALLDS O - [IText BoX - [Z shape Outiin A A A - & Text Outline - o "DSend Backward -
= R
B : < Shape Effects - t Hioan -
Wor ]
- = -

ATEX"; Fill = A Bring o] A Text Fill - Ij‘ 1Bring Forward - [ Alig
— =l

A " r s
A L, Text Outline ~ i [1Send Backward ~
~| Theme Colors 0 Send Back [\ Text Effects Tavt  BiySelection Pane  “ARot:

W HEENER jBSeIectlonI

‘E\ N No Shadow
e Shadow

TStyl -
|||||| /—\ Reflection 4
EAY Outer
n _“-‘_i". Glow 4
R/
Standard Colors 2\
R 2 /=\ Bevel 4
""""""""""""""" 1] EEEE l' 2B
ie ‘Formai 1
@

ute, oi‘her Recent Colors

lhllgh'[' Te No Fill i dbc, Transform "
i words 1 - AT
thge . % More Fill Colors... — .

- er
! / Eyedropper . ;I : / . \

: Picture...

S .
5= : [ Gradient 4 - /\ AN f\
s = s \ A /
- .
o l"ls(!’!’\l Birthday
Ball 2 \ J

: Texture 4

] shadow Options...

rpages f required

« Colours — .
 Shadow EH@ﬁ’%iﬁfﬂhd“y a
Spacing : :
« Etc.

Repeat on other pages if required @
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The final stage to this process is
printing, which if your printer has
double side functions is easy.

Even a single sided printer can
produce this card, all you need to
do is practice on a simple card.

In my example, where the pages
are marked 1, 2, 3, 4 test printing
becomes easy.

Just try all of the possibilities -
although reading the printer
manual will save paper.

Typically SHORT-EDGE or FLIP-
OVER work to get the double
sided pages the correct way
round. On a manual printer you will
have to experiment in printing one
side and re-inserting the page

(o) \L
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Printing the Card L %s

37.Use the file menu to select 'Print e

Presentation3 - PowerPoint Kevin Rowe 7 A\ a X

Print

New
Copies: |1 P a
Open
Save Print
Save As
Printer

HP Color Laserlet Pro MFP M277...
Print Read ké
Share Printer Properties
Export Settings
Close Print Al Slides 2

Print entire presentation 4
Account Slides: !

Full Page Slides
Feedback -

Print 1 slide per page
Options Print One Sided

Only print on one side of the page

Collated

123 123

. Color “
Edit Header & Footer -

38.Select Printer .
39.Then Properties. ==

A printing shorteut is a collection of saved print settings that you can
select with a single click.

You want to make ‘e
a double sided

print along the o v
SHORT edge or e :

Pririt O Both Sides
Save As Delete e Print in Grayscale
K T S I ulij >
O 0 Select. O

About. Help

40.Print :-

General Evervday Printing
Paper size 210 = 297 mm

~

Labels
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Other titles on WWW.ComputerPals.co.uk

. How to log onto your ComputerPal’s website.

. Emails.

. Free Games.

. Computer Security.

. How to use free online (Cloud) storage.

. Online shopping.

. Using search engines.

. Find and print Recipes.

. Keeping in touch with friends and family.

. Using YouTube.

. Online banking.

. Using comparison websites.

. Using Libre Office.

.Using Microsoft Office (currently the “Wotiz Presentations).
A: An introduction to Excel Spreadsheets 1
B: An introduction to Excel Spreadsheets 2
C: How to Create labels

15. How to Create and Research a family tree.

16. How to get the best out of your Computer

A: Apple
B: Microsoft Windows 10.

17. Glossary of computer terms.

18. Latest scams etc...

19. Common ‘computer’ products?

20. Computer programming.

21. Create a web page.

22. Check your broadband speed.

23: How to set up your Windows computer for automatic updates

OTHER
eComputerPals in 2018
My Computer - an introduction to the Screen and Keyboard
*My New Computer - Things to do
e Auriol’s FUN Things to try - list :-) - <effectively the above list>
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experience free of charge. Whilst they endeavour to give the best advice
possible there is no guarantee on the information given. ©2018 6
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