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Converting an Existing Word Document into a

- -
PowerPoint Presentaton :
While Word may be the application of choice when creating an SELITERINT D (D EE TS

outline or text file, PowerPoint is often a better application to use 1. Add Send to PowerPoint

to present information. With a little formatting update to the Word | Prepare the Word Document
document, you can quickly convert an existing document into a 1. Apply Normal Style
PowerPoint Prepare the PowerPoint

1. Modify Text Levels
2. Save the Presentation
3. Apply a Theme

presentation.

Add the Send to PowerPoint button

The Send to PowerPoint command is attached to a button that will need to be added to your Quick

Access toolbar. You will only need to add the button the first time you f \
need to use it from within Word 2007. ‘
- Fy t = Fi 1
o do- -6 a < ) igure
1. Click the down arrow on the Quick Access toolbar -9 Home | Tnsertl Customize Quick Access Toolbar
(Fig. 1, 1). New
2. Select More Commands from the Customize Quick Access Open
Toolbar list (Fig. 1, 2). |7| Save
3. In the Word Options dialog box, click the down arrow for the E-mail
Choose Commands from: list. Quick Print
4. Select All Commands. I (i 2
Spelling & Grammar
5. Scroll through the list to find Send to Microsoft Office PowerPoint |
. | \/| Undo
and select it. LV |
| \/| Redo
6. Click the Add button. o
Draw Table
7. Click OK. The button now appears on your ) Quick More Commands..~
Access toolbar  (Fig. 2, 1). Figure 2 _
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There are several ways to prepare your document for export into PowerPoint.
Each requires effort and modifications both in Word and the subsequent
PowerPoint presentation. The method outlined here is most often the most
efficient way to transition your Word document into PowerPoint but it is
not the only way. ﬂ i
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Apply the Normal style to the Entire Document
Figure 3

1. Select the entire document by pressing Ctrl+A.

2. Click the Normal style on the Style palette on the | A opccpdEe AaBbCeDdEe AaBbCcD %
Ribbon (Fig 3, 1). The document is converted to a -

plain text document with no bullets or alternate "Normal  TNoS5pacing  Heading 1
styles applied. )
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Generate the PowerPoint Version of the Word Document

1. Click the Send to PowerPoint button on the Quick Access toolbar. PowerPoint will launch and a
new untitled presentation will appear with the contents of your Word document.

The text from your Word document will not necessarily be at the appropriate level of importance
when it is brought into PowerPoint. The application will not likely be able to distinguish which text is
the title of a new slide and which text are bulleted items on a slide.

You can adjust the | evels of the text by wusing the Promote a
Outline view.

Adjusting the levels of text in Outline View Figure 4

Slides *LOutIine} X

1. In the left-side of the PowerPoint window, click the Outline tab
(Fig. 4, 1).
2. Look at the example in Figure 5 to identify the slide level in the
Outline hierarchy. In this example, each grouping of text is its own slide.

3. To demote text so that it appears as a bulleted item on a slide, such as
the text currently on Slide 3 in this example, you must demote it. : Tsary of Grechaad Frojecs

Demote text by clicking the slide icon associated with it (Fig. 5, 1).

5. Press the Tab key on the keyboard. The text is demoted to bulleted text
on the slide (Fig. 6, 1).

Figure 5
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4P 1 ] Discussion Points For Overhead Projector .
‘ )\ Workshop

. D History of Overhead Projector

\/\3 1940's -Thefirst overhead projectorwas

used for police identification work. Also
Figure 6 used by the Army to conduct training after

World WarII.
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1958 — Federal government provided first

Workshop . subsidy through the National Defense of =
Z\D H'f;:{g ﬁhz‘%?;?g::rr?;éﬁ?;ctor e Education Act which stimulated sales of
for police identification work. Also used by the ;\oleol"]head projectors from then until early
Army to conduct training after World War II. =
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Promote Text into Slides

1. In Outline view, select the bulleted text you want to promote to a higher level.

2. Press Shift+Tab on the keyboard. The text is promoted one level.

Delete Slides

1. In Outline view, select the slide icon for the slide you wish to delete (Fig. 7, 1).

0 Converting a Word document into PowerPoint sometimes generates blank slides which will need to be
deleted. See more detailed instructions about working in Outline view in the self-help document
PowerPoint 20077 Working in Outline View.

2. Press the Delete key on the keyboard. The slide is

deleted from the presentation (Fig. 8, 1).

Figure 8
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Save the Presentation

Figure 7
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1. Click the Save button on the Quick Access toolbar or choose Save from the Office Button.

2. Type a name for your presentation.
3. Click OK.

Apply a Theme to the Presentation

Apply a pre-formatted look or theme to the presentation to quickly give it a more polished and

consistent appearance.

1. Click the Designtab on the Ribbon.

2. Click the Theme of your choice from the Theme palette (Fig. 9). The Theme is applied to every

slide in the presentation.
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