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0 =Shortcut 6=Advice 9=Caution

Outline View versus Normal View
+++++++
Outline view is an alternative way to display and modify text in

slides. Changes you make in Outline view automatically appear on Outline View versus Normal
your slides. Using Outline View you can alter the order of text and 1. Display Outline View
slides; delete text and slides and also change the hierarchy of Change Text Levels
text. 1. Demote Text
The slide display area will display the changes to your presentation| 2. Promote Text
as you make them. 3. Delete Slides
Change Order

. . . 1. Re-order text
D-|sglay your current presentation in Outline 5. Re-order slides
View
1. Open the desired PowerPoint Presentation by double-clicking its icon or Figure 1

choosing it from the Office Button > Open command. slides \ Qutline E 3

2. In the left-side of the PowerPoint window, click the Outline tab
(Fig. 1, 1). Any text currently displayed in a text placeholder on a slide
is displayed in the outline (Fig 2).

Figure 2
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7 A i £ Discussion Points For Overhead Projector .
| \ Workshop
P History of Overhead Projector
\/\ B~ 1940’'s -Thefirst overhead projector was

used for police identification work. Also
used by the Army to conduct training after
World WarII.

Hisary of Gvesbrad Brojeciar

i
E/- 1958 — Federal government provided first
subsidy through the National Defense of
Education Act which stimulated sales of
overhead projectors from then until early
2000.

You can adjust the levels of the text, ie. whether text is the title of a slide or simply bulleted A
text on a slide by using the Promote and Demote joptions in P
q :

Demote Text from a Slide to a Bullet

To demote text so that it appears as a bulleted item on a slide, such as the text
currently on Slide 3 (Fig. 2, 1), you must demote it.

1. Click the slide icon associated with the the text you want to demote
(Fig. 2, 1).
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2. Press the Tab key on the keyboard. The text is demoted to bulleted

text on the slide (Fig. 3, 1). Figure 3

Slides j Outline\ X

i Discussion Points For Overhead Projector
Workshop
__ k] History of Overhead Projector

+ 1940's -The first overhead projector was used
for police identification work. Also used by the
Army to conduct training after World War 1L

Promote Text from a Bullet to a Slide Figure 4

T

3] Mechanism
+ Large box with a very bright lamp and a fan to

1. Click the text you want to promote (Fig. 4, 1). cool it. Above the box is a mirror that focuses
In Figure 4 the text Benefits should be the title and redirects gt and allows for projections
of a slide, not appear as text on the Mechanism of item place ctor’s stage.

lid + Benefits ==
slide.

+ Low cost, easy tO tse
2. Press Shift+Tab on the keyboard. The text is

promoted to a new slide (Fig. 5, 1). + Easy to adjust height for instructor purposes.

Figure 5

g Mechanism
« Large box with a very bright lamp and a fan to
cool it. Above the box is a mirror that focuses
and redirects, A\t and allows for projections
of item placz ctor’s stage.
] Benefits =
* Low cost, easy to use

Delete Slides
1. In Outline view, select the slide icon for the slide you wish to delete (Fig. 6, 1).

2. Press the Delete key on the keyboard. The slide is deleted from the presentation (Fig. 7).

Figure 6
+ Eag \rite on projected image by using non-
pe markers.
Figure 7 5 o
« Easy to write on projected image by usingnon- ; Lia_bilit|es . .
permanent markers. + Light can be difficult to focus and design of
5 ] Liabilities projector inevitably causes “hot” and “cold”
» Light can be difficult to focus and design of spots in projection.

projector inevitably causes “hot” and “cold”
spots in projection.
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Changing the order of text and slides in Outline View

You can adjust the order of the text, ie. whether text is the title of a slide or simply bulleted
text on a slide by dragging and dropping the text or slide within the Outline.

You may want to turn off the Office 2007 mini-toolbar feature before doing this procedure. It can be
a distraction and make it difficult to see your selected text/slide and destination.

Click the Office Button.

2. Click the PowerPoint Options button on the lower right-hand side of the window.
3. Uncheck Show mini-toolbar on selection.
. Figure 9
4. Click OK. "I Benefits
\ - Low cost, easy to use
Reorder bulleted text on a slide ‘ \/Td}a Materials can be pre-printed
1. Point to the bullet associated with the text you want to move (Fig. 9, 1).
A four -headed arrow will appear over the bullet.
Drag the arrow and associated line to the desired location in the outline (Fig. 10, 1).
Release the mouse. The text has been moved (Fig. 11, 1).
Figure 10
L | Eenefits
ATk
< Low cost, easy to use
» Materials can be pre-printed
Figure 11
D TLETTT o umT P lun o aluige.
] Benefits Figure 12

+ Materials can be pre-printed ==\

* Low cost, easy to use

4 Benefits
» Materials can be pre-printed

+ Low cost, easy to use

Reorder slides

2. Drag the arrow and associated line to the desired

location in the outline .
Figure 13

4 ] Liabilities y
+ Light can b2~ us and design of
projector inevity ses “hot"” and “cold”

spots in projections

+ Bulbs typically only last 100 hours due to
intense heat.

+ Fan required to cool bulb can be loud and
distracting.
5 Benefits
+ Materials can be pre-printed

. . . . . g - Light can be difficult to focus and design of
1. Point to the slide icon associated with the slide you projector inevitably causes “hot” and “cold”

want to move (Fig. 12, 1). A four -headed arrow will spotsin projection.
appear over the icon.

+ Bulbs typically only last 100 hours due to
intense heat.

» Fanrequired to cool bulb can be loud and
distracting.

3. Release the mouse. The slide has been moved
(Fig. 13, 1).




