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Resource Metadata

Level Undergraduate
Duration 2 practicals (approx. 2-2.5 hours each)
Software Required Microsoft PowerPoint

Learning Outcome

Upon completing this unit, learners will be able to create interactive PowerPoint presentations by adding menus
and using action settings on various objects to navigate through custom shows. They will also learn to
implement "return to menu" and "quit" buttons, enhancing the professionalism and user control of their
presentations.

Practice 5 — Add menu to your PowerPoint presentations

This tutorial guides you through how to add an interactive menu in your own PowerPoint®
presentations. It's great for:

« Jumping to a'"range" of slides and returning to the menu
- Providing a menu for a live presentation, that presenters can control themselves.

« Learning about the "custom show" feature of powerpoint

- Providing a great startup menu screen, so that people can interactively select what
presentations to view. It adds a very professional touch for post conference presentations.

« Giving your presentations more of a multimedia feel

« And generally making your presentations look more professional

Theory:

Any object (text, boxes, pictures, graphs etc) in PowerPoint can have what's called an "action"
applied to it. An "action" is just an instruction for PowerPoint fo do something when someone clicks
on a that object.

For example:
+ Jump to the last slide
«  Go back one slide
+ Go back to the last slide "viewed"
« Stop the presentation
« efcefc.

The tutorial is broken down into two "Methods"
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Method One

Using this technique all the individual slides stay in one presentation. You then tell PowerPoint that
certain slides should be grouped together to form a custom show (or a range of slides), the menu
then jumps to named "custom shows", then returns back to the menu

Method one is best for:

« Shorter presentations

« All the slides using the same slide master or template

« The number of slides in each presentation will not change often

Method Two
Using this tfechnique all the individual presentations stay as separate files. You then tell PowerPoint
to jump (link) to a certain named presentation from your menu.

Method two is best for:

« Longer (individual) presentations

- Presentations that do not adhere to one slide master for all the slides, so you can use multiple
templates

«  When the number of slides in each presentation will change frequently
- Providing a menu for a live presentation, that presenters can control themselves

- Providing a great startup menu screen, so that people can interactively select what
presentations to view. It adds a very professional touch for post conference CDs

Both methods make use of PowerPoint action settings. Follow this step by step tutorial

Step by Step Tutorial:
Creating the Menu: Read this for both methods

1 | Remember that any object can have an "action" assigned to it. Create your menu with this in
mind.

2 | If you will be using method one, then make your menu slide in the same presentation as all your
other slides. It makes sense to have the menu before your custom shows

If you will be using method two then your menu slide will be an individual slide in an individuall
.ppt file.
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3 | Here we have a menu slide with 4 options to choose from. MENU

®y The history of smoking

y Smoking and heart disease
y Smoking and pregnancy

y The future

4 | To create the menu slide we used the "Title Only" layout

— v o | [0 =I=F= -—ca_‘“;—l
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o |
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We entered the title of "Menu"

5 |Then we added 4 separate text objects, asking PowerPoint to MENU
automatically distribute them vertically using this little known

The history of smoking

button 2 that spaces them out nicely

Smoking and heart disease
Smoking and pregnancy

The future
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6 | Next we added 4 buttons to the left of the text. MENU
We've used round graphic images, but you can use anything.
. . . . " " f
The easiest thing to use is either text or an "autoshape". ®, The history of smoking
These buttons will be assigned an "action" to make them =
interactive. L%, Smoking and heart disease

When finished, anyone clicking on the relevant button during @3
a slideshow, will tell PowerPoint to jump to a particular section
or presentation. (5 B The future

y Smoking and pregnancy

Again we ask PowerPoint to automatically distribute them vertically.
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Method One: Custom shows

1

Assuming you have already created your menu slide, you now need to define the slides thaf
make up each custom show (Think of each custom show as "a section" if it helps you)

2 | Probably the easiest way to define
each custom show (section) is to
switch fo the slide sorter view of D=L Fio
PowerPoint by clicking this button miniatures
show the slide
The slide sorter view will help you -- -- -
locate what slides are in which ! " i v " i - .
section
3 | Click on the "Slide Show" menu, and select "Custom Shows"
4 | Click on"New..." to create your a custom show Custom Shows 21l
(or section) Custom shows:
o ]
LT I
RETICVE
GOy, |
-
Close I S I
5 | Change the wording "Custom Show
1" to something more meaningful cade shove name: TR
Shdas in presantation: Slides in custosm shove:

1 n . 1"
We've called ours "History 1. Mearns” Totorial
2. About This Tutorial
3. Method P
4, This methcd is best for . . . —I
S. Please Make A Selection
6. The history of smoking #1 @
7. The histaey of smoking #2 4‘
8. Smoking and heart dseas...

9. Smoking and heart diseas..
10, Smoking and pregnancy .. J ;l

II Cancel I
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3. Method

titles in the left hand list. Click the 4. Ths method s best for . .
"Add" button for each slide you want | [o: e ety of sming 1

. 7. The history of smoking #2

to add to this custom show (or |5 g and heart deess...
i i i i 9. Smoking and heart diseas. .,

sgchon). .IT makes !lfe easier if YOUT R ook and pregrancy .. #

slides are in sequential order in the first

place.

Next tell PowerPoint what slides Define Custom Show 2] x|
i how (or
mol;e up this cus”’ro(rjn sho |(—|oit r T i ory
section) calle story Shdes in prasentation; Sfdes in custom showe:
1. “Merw” Tutorial - 1. The history of smoking #1 |+
You do this by clicking on the slide | [3- About This Tutorial 2. The histery of smoking #2

(2]
(&

oK concel |

Click OK when you have finished adding all the slides that make up your first custom show (or
section)

Repeat from step 4 for all the sections you will need to create. In our case we made four custom
shows. We named them History, Heart, Pregnancy and Future

Click "Close" when you have finished creating all your custom shows
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10

Go to your menu slide that you created earlier. Right click the
first button and choose "Action Settings"

& cut
B3 copy
ﬁ Paste

Show Picture Toolbar.

Here you can tell PowerPoint what happens when the mouse

clicks on an object, or when the mouse moves "over' an
object.

11

You can set other options on this menu also, such as...getting PowerPoint
to "highlight" the button when the option has been clicked, or playing a

[V Play sound:
sound when the object is clicked. Both of these options provide good [bassclkz.wav
feedback to the user. It's important to provide feedback so the operator I Highlight click

knows a) the button is interactive and b) they've clicked it. . 7

We've chosen to both highlight a click and play a small .wav sound file
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I

12
Mouse Click IMouse Over]
—Action on click
" None
& Hyperlink to:
Next Slide =l
Mext Slide
Previous Slide
C RFirst Slide
Last Slide
We click "Hyperlink to:" and choose "Custom Show..." ‘ i —
| ter PowerPoint Presentation. ..
Other File...
I Play sound:
I[NoSound] L]
™" Highlight click
Cancel |
13 | Power Point should list all your custom shows that you  [ES S e g iy 2| x|
creoTed.eorllef. Cllgk the section name Thgf'}/gu chJIn’r Cuistom shows:
to associate with this button. In our case it's "history". R

Cancel I

[V show and return

14

Very important step.... tick the "Show and return" option. This tells
PowerPoint to show this custom show, then when it's finished return from

where it came. In our case it jumps back to our menu.  repadretan

15

Repeat from step 10 for all your buttons.
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16| A nice feature for the presentation would be to add a button on each slide
that allows you to jump back to the main menu at any time. This is easily done
by adding a button on each slide, right clicking if, then choosing "action
settings"”
17| This fime PowerPoint perlink
tell articuls Mouse Click | Mouse Over |
Slide... —Action on click
' None
' Hyperlink to:
Please Make A Selection s
Previous Slide -
First Slide b
C fLast Slide
< r‘ |
Ot e —
Please Make A Selection é
[V Play sound:
Ibassclkz.wav Zl
[V Highlight click
| oK I Cancel |
18| Select your MENU slide and click Hyperlink To Slide
Slide title:
1. “Menu” Tutorial
2. About This Tutorial
3. Method
4, This method is best for , . .

OK

. Please Make A Selection

. The history of smoking #1

. The history of smoking #2

. Smoking and heart disease #1
0. Smoking and heart disease #2

=000~ Oy

Ervalng and prigyty

3 Manars

Page 9




19 |Our final touch is to add a "quit" or "exit" button on our main menu slide.
Clicking this quit button on our main menu slide will stop the
presentation
20 [We give this the action of "End Show", by right clicking
the quit button and choosing "action
settings"”
' Hyperlink to:
|End Show l]
I | Useirelative patt for yglrink
€ BT macta?
| 2
(| Obiject action:
| 7|
" Play sound:
I[No Sound] _'_]
[V Highlight click
OK I Cancel |
21 [Save your presentation and test it. Each button should jump to a different custom show and then
return to the menu slide, when that presentation finishes, you click the "menu" button, or you press
the "Esc" key.
22 [Job Donel
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I
Method Two:

Linking to a separate presentation

1

Put all your separate presentations, that you will be linking to, all in the same folder (directory)
e.g. C:\mywork\ presentations\

This is best done with Windows Explorer. The reason to put all the .ppt files in the same folder is
to save complications later, particularly if you transfer this presentation to a CD or another PC.

Go to your menu slide that you created earlier. Right click
the first  button and choose "Action  Settings"

& cut
B3 copy
@ Paste

Show Picture Toolbar

Grouping »
Order »

(5% Custom &nimation, ..
P81 Action Settings...

‘5}; Format Pickure. .,

Here you can tell PowerPoint what happens when the € typerkekto:
mouse clicks on an ob ject, or when the mouse moves Jriest Shde =
"over" an object. £ Ui omive oot ot
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You can set other options on this menu also, such as...getting

powerpoint to "highlight" the button when the option has been

clicked, or playing a sound when the object is clicked. Both of

these options provide good feedback to the user. It's important to

provide feedback so the operator knows a) the button is interactive
and b) they've clicked it.

[V Play sound:

|bassclk2.wav

[V Highlight click

We've chosen to both highlight a click and play a small .wav sound
file

We click "Hyperlink to:" and choose "Other PowerPoint Action Settings 2ixl|
Presentation...” Mouse Click IMouse Overl

—Action on click
" None

' Hyperlink to:

Next Slide 3

Next Slide
Previous Slide
C RFirst Slide
Last Slide
Last Slide Viewed
¢ |End Show
Custom Show...

' D
(Other PowerPaint Presentation. ..

" Play sound:

I[No Sound] ;_l
I Highlight click

OK I Cancell
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Navigate to where your presentation 8T E e e e e
is, that you want to jump to, with this _
Look in: ID Menu EI

button
jOriginaI | OK I
Click the filename, then click OK. Inour | J&]1Menu.ppt —
ance |

case we want to link to the [ Future. ppt

"nistory.ppt" presentation. Click OK 8 ]Heart. ppt . Advanced...

History.ppt
Pregnant.ppt

Find files that match these search criteria:

File name: | ZI Find Mow I
Files of type: |Presentations and Shows {*.ppt;*.pps) ;I Mew Search I

|5 file{s) Found.

After you click OK, a new menu will pop up, Hyperlink To Slide
asking you what individual slide do you want to

jump to when you jump to your linked Moeuer

H i1, The History of Smokin
presentation 2. The history of smoking #1 Cancel I
3. The history of smoking #2

To keep things simple, it's better to always jump
to the first slide. In our case '"The history of
smoking"

Repeat from step 2 for all your buttons.

During a slideshow, if you click any of our interactive buttons, PowerPoint will display whatever
presentation we have told it to, over the top of our main menu. Our menu is always there in the
background. It does this seamlessly. The audience never get to see you loading another
presentation by hand. Very professional.

A nice feature for the presentation would be to add a button on each slide
that allows you to jump back to the menu at any time. This is easily done by
adding a button on each slide (in the linked presentations). Right click the
button, then choose "action settings".
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10

This fime we tell PowerPoint to "Hyperlink to:" - "End Show"

So what is really happening here is that you click a button
on your menu. Power Point jumps to another presentation.

If you click the "menu" button, then PowerPoint will "End & Hyperlink to:

Show", or in other words "Quit back to where it came from". B

In our case it will return to the menu.

O Hunmacra;

I | Use relative path for fyglrink

€ Object ackion;

" Play sound:

I[No Sound]

[V Highlight click

El
Browse,, |
5|
'
5|

OK I Cancel |

11

Our final touch is to add a "quit" or "exit" button on our main menu slide.
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We give this the action of "End Show", by right clicking — FETEETEEE
the quit button and choosing "action settings"

Clicking this quit button on our main menu slide will stop
the presentation

BIOWSEN

(0 R matroy
L
(5L Object Setion

r— 1

13

Save your presentation and test it. Each button should jump to a different presentation
(PowerPoint file) and then return to the menu slide, when that presentation finishes, you click
the "menu" button, or you press the "Esc" key.

14

Job Donel
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