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Objective 
 
The participants will develop a web-based presentation to sell a 
product following the AutoContent Wizard’s built-in template.  
PowerPoint tools will be used to refine the presentation. 
 
 
 

 
Class Overview 
 
 

Opening PowerPoint Slide Transitions 
The AutoContent Wizard Save As 

Review of PowerPoint Printing from PowerPoint 

Presentations to Sell A 
Product 

Publishing Presentation On the 
Web 

Slide Animation Package for CD 
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Opening PowerPoint 
 
Instead of PowerPoint opening to a menu with options, a window with 
an active slide helps to begin the presentation. 
 

 
 

The Task Pane to the right of the window offers Microsoft Office Online 
help with a field to type in a search term. Below Microsoft Online are 
options for opening existing presentations. The last option of the right 
frame is to create a new presentation. 
 
Once you click on create a new presentation, the right frame opens to 
a three section frame. The first section offers options for beginning a 
presentation such as a blank presentation, from a design template, 
using the AutoContent wizard, from an existing presentation, or from a 
Photo Album. 
 
Templates are the next section of choices.  This section gives you the 
choice of searching on line for a template, using templates from Office 
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Online, templates from your computer or web sites that have been in 
saved in My Network Places.  
 
That section is followed by options of recently used templates. 
 
 

 
 

Under New we will select the third option From AutoContent Wizard. 
 

 
 
 
 
AutoContent Wizard 
 
We will select the AutoContent Wizard.  Using the AutoContent Wizard 
will take you through a step-by-step presentation plan.  One of the 
steps in the AutoContent wizard offers different types of presentations. 
The type of presentation that is selected determines the design of the 
slide and the steps offered under the Outline of the presentation.  
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In Step Two we make the decision what type of presentation will be 
followed.  In our case, we will select Sales / Marketing. 
 

 
 
In Step Three we select from the Sales / Marketing options “Selling a 
Product or Service.” 
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A web-based presentation should be selected. 
 

 
 
The final slide allows each slide to have a Presentation title, footer, 
slide numbers, and date last updated. 
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The AutoContent Wizard brings up the preformatted template of 
“Selling a Product or Service.” 
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Review of the PowerPoint Window 
 
Let’s spend a few moments going over some of the tools and options 
we will be using to format our presentation. 
 

 Let’s take a look at what the title bar is telling us. The title 
bar tells us that we are in a Presentation and gives the 
number of the Presentation. When we save our 
Presentation as a file, Presentation will be replaced by the 
name of the file. 

 The Drawing Toolbar is an available option on the bottom 
of the PowerPoint screen. 

 The screen sorter view can be a help to check your 
presentation as you progress. 

 It is important to remember the correct way to insert a 
new slide. There are two ways to insert a new slide: 

o The first option under Insert from the Menu Bar is 
New Slide. 

o New Slide is also an icon on the Formatting Toolbar.   
 
Develop the presentation to sell a product. 

 
When the AutoContent Wizard is followed eight suggested sequence of 
steps help us follow through with our selling presentation.  Let’s take a 
look at what the eight steps have to offer and decide whether all eight 
steps are needed. 
 
 
Title Slide 
 
The Title Slide or the first slide in the sequence of eight has two text 
boxes.  The text boxes can be used to title the presentation and 
identify the presenter. 
 

 Right click on the edge of the text box that tells us to click to 
add title and cut. Instead of a title, we will insert the Ann Arbor 
District Library’s logo. 
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 Go to Insert, and slide to Picture and move to From File. 
 

 
 

 
 

 If you are on a thin client, when you bring up the menu for 
Insert Picture, you do not use the Look in: field.  You look in the 
File name: field. In the File name: field, type in s: and click on 
the Insert button.  Sandbox or S: drive will open. 
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 Once Sandbox opens, click on the PowerPoint folder. 
 

 
 

 
 Select the file “tsunmoon.gif” file. Insert the file into your slide. 

The gif file is the star with the A in it that is part of the Ann 
Arbor District Library logo. 
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 The star will end up in the middle of your slide.  It should be 
moved into the left of the text box with the words “click to add 
title.” The star is active when handles appear around it. Click on 
the star with the left mouse button, the handles will appear, and 
the star can be moved.  

 

 
 

 The same procedure will be used to insert the Ann Arbor District 
Library’s logo.  The logo will be placed next to the star.  Your 
slide should look like this. If the text box seems to interfere with 
placing the sun and logo, right click on the edge of the text box 
and delete the text box. So far your slide should look like this. 
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 Next we will type in the subtitle text box, “You and Your Book 

Covers.”  Change the font to Times New Roman, size 44, and in 
Bold and Italics. Change the Font color to blue. 

 

 
 

 The background of the slide will be changed to white. Right click 
on the slide, not in a text box, and select background. Change 
the background to white. 

 

 
 
Now change the text to Times New Roman in size 54. Highlight and 
center all of the text. Move the text by using the enter key to have 
You as the top line, and Your as the middle line and Book Covers on the 
last line. 
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 Slide number 1 should look like this: 
 

 
 
 
The next step after the title slide is the Objective.  The Objective 
suggests that the presentation state the desired objective.  Also 
multiple points can be used to state the Objective.  The Objective 
would be to let the audience know who is selling the product and what 
are they selling.  You want both Ann Arbor District Library and Book 
Covers linked together. 
 
Who is presenting “You and Your Book Covers?” (Ann Arbor District 
Library) 
Why is the Ann Arbor District Library selling book covers?  (The Library 
is thinking of us.) 
 
 Replace the word Objective in slide two with the words “You 

and Your Book Covers.”  
 The next step suggests the desired objective should be stated.  

In our case we want to connect the Ann Arbor District Library 
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with the book covers. Type in: The Ann Arbor District Library 
presents “You and Your Book Covers.” 

 We want our perspective buyers to feel good about the Ann 
Arbor District Library.  Type in the point: The Ann Arbor 
District Library is thinking of you. 

 Notice as we type on our slide, the Objectives or Outline view 
changes to reflect our new content. 

 
 
Slide 2 should look like this: 
 

 
 
The next step suggests that we reinforce why any one would want a 
book cover from the Ann Arbor District Library. In this case, it seems 
best to present why the product is desirable. In the Outline view, 
move or drag slide five above slide three and work on the slide.  
Notice as you move the slide in place, the steps are automatically 
renumbered. Slide five is Cost Analysis. This slide should point out the 
benefits to the customer in having the book covers.  As a library we 
don’t want to go into any type of financial or cost-benefits. We just 
want to emphasis why the book covers are a desirable. In order to use 
the layout of the slide, cut the text box to add the chart and use the 
bullets to emphasize the points. 
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 In the text box for the title type: You and Your Book Covers. 
 Type in the bullet format: At some point you will have to resize 

the text box. 
 Do you want your neighbors to know what you are 

reading? 
 Do you want strangers seeing the titles of the books 

you are reading? 
 What will your family and friends think of what you 

are reading? 
 Let no one know what you know: the titles of your 

books. 
 

 
 
 

 
To enlarge the text box 
across the screen, place 
you mouse on the right 
handle of the text box 
and move the text box to 
the right to cover most of 
the screen. 
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Slide 3 
 

 
 
Before we leave this slide, let’s make a note in the notes pane.  Type a note that 
we moved slide 5, titled Cost Analysis, above slide 3.  Also note the slides 
automatically renumbered. 
 
 
Customer satisfaction is the next suggested step. Remember we 
moved slide five and it became slide three. Customer Requirements is 
now slide four.  The design of the template is a great one to use, but 
with a little variation. 
 

 In the title text box type in: Cardholders and Friends of the 
Library. 

 Delete the text box with the bulleted information. 
 In the larger circle that says Customer Requirements, delete 

Customer Requirements and type instead the Ann Arbor 
District Library. 

 In the circle with the word Quality, delete Quality, and type in: 
Book Covers made of good quality. 

 In the circle with the word Value, delete Value, and type in: 
Limited Offer! 

 In the circle with the word Service, delete Service, and type in: 
Personalized Book Covers just for you!  

 Let’s add another circle by using the Drawing Toolbar.   
o Select the Oval shape.  Draw an oval.   
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o Select the line tool and draw a line from the new circle to 
the circle with the words Ann Arbor District Library. 

o In the new circle type in: Keep your reading 
preferences private. 

o Spend a few moments moving the design of the circles 
until you are satisfied with the layout. 

 
Slide 4 
 

 
 

 
The next step is Meeting the Needs of who will buy your product.  The 
template design is good, so let’s work with it. 
 

 In the title text box, replace Meeting the Needs to You and 
Your Book Covers. 

 Delete the words next to the first bullet and type: The Book 
Covers come in a packet of five book covers. 

 Delete the second bullet and replace with: The Book Covers 
come in five different sizes to cover any size book. 

 Delete the first and second pyramid and leave the pyramid with 
five layers of text.  You delete the whole pyramid by clicking on 
the image until there are handles all around the image. You can 
right click and use cut from the menu that comes up or use cut 
under Edit in the Menu Bar. 

 Click on Text 1 to bring up the text box and delete the words 
Text 1 and type in: You. 

 In Text 2 replace the words with Your Book Covers. 



© Ann Arbor District Library                                                                                                                                             16 

 Text 3 is replaced by: Five in a pack. Five sizes. 
 Text 4 is replaced by: Your Privacy! 
 Text 5 is replaced by: Ann Arbor District Library. 

 
Slide 5 
 

 
 
The next step is Our Strengths.  Delete Our Strengths by clicking on 
the image of the slide six in the left column. Once the slide is 
highlighted move up to Edit and slide down to delete slide. 
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Key Benefits is the next suggested step.  In this step we will add 
features of the Book Cover, what the Book Covers will do for the buyer 
and how the books can be obtained. 
 

 In the title text box delete Key Benefits and type in: The Book 
Covers. 

 The first bullet should read: Your initials, the library’s logo or 
sun can be printed on all the covers. 

 The next bullet should be: The covers will keep your books 
from damage. 

 The third bullet should read: The book covers will be 
delivered undercover. 

 Next to the bullets, a picture will be inserted.  Go up to Insert, 
slide to Picture, slide to From File and identify the S: drive or 
Sandbox.  Once you are in Sandbox, go to PowerPoint and select 
the file book3.WMF. (WMF is the format of choice to add graphics 
applications to Microsoft Word or Microsoft PowerPoint.) 

 Arrange the graphic to the right of the bullets. 
 
Slide 6 
 

 
 

The next slide is called “Next Steps.”  We will change Next Steps to 
Cost To You. We will add four bullets and some WordArt. 

 Replace the text in the first bullet with: We are asking a one-
time pledge. 

 This pledge will be meaningful to you. 
 This pledge has no ending. 
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 This pledge can be passed down from generation to 
generation. 

 Going to the Drawing Toolbar, use the WordArt form.  When you 
click on WordArt, The WordArt Gallery comes up.  Select the 
design in the fourth row down and the fourth square from the 
left. 

 
 

 
 

 When the WordArt edit box comes up type: Pledge.  
 Change font to Arial and size 36. 
 Below the bullets add the word Pledge all across the bottom.  If 

you highlight the word Pledge you can copy and paste it as many 
times as you want. Paste six more pledges. 

  After pasting in the pledges, arrange the words at the bottom of 
the slide in two rows. Three pledges on the top row and four 
pledges on the bottom row. 

 

Slide 7 
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We will add one more slide to our presentation. 
 

 Place your cursor beneath the last slide in the outline frame on 
the left. 

 Go up to Insert or Common Tasks and insert a slide. 
 The new slide layout menu will come up. 
 Select the very first slide layout.  It is titled “Title Slide.” 
 When the slide comes up, in the first text box type in CAPTIOL 

letters: REMEMBER THE ANN ARBOR DISTRICT LIBRARY IS 
HERE FOR YOU WITH… 

 In the second text box type in again with capitol letters: You 
and Your Book Covers. 

 Highlight the text in the first box.  Change the font to Times New 
Roman with size 36. 

 Highlight the text in the second box. Change the font to Times 
New Roman with size 48.  Change the color of the font to blue. 

 
 
Slide 8 
 

 
 
 
 

We will make one more slide before we are done.  We want to have a 
slide that gives you the feeling the presentation is over.  We will make 
a copy of the first slide and add it to very end. 
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■ First we will go to the Google website, click on images and type in 
textures.  Picking the water texture, save it to backgroundimage 
folder under Public_Save. 
 Right click on the first slide in the slide outline area.  From the 

menu that comes up, choose copy. 
 Now go to the very last slide and right click in the area below the 

slide. We now have a copy of the first slide. 
 Delete the text: You and Your Book Covers. 
 Delete the Sun and the Ann Arbor District Library’s logo to 

the center of the slide vertically. 
 

 
 

 Right click on the slide and go to background. 
 

 
 

 From background go to fill effects 
 From fill effects, click on the Picture tab. 
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 From fill effects select the picture tab. 
 

 
 

 On the picture tab, select browse. 
 Go to Sandbox, Public_Save to PowerPoint to 

backgroundimage folder. 
 Select the image you saved and insert the picture. 

 

 
 

 
Background image inserted in slide. 
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 The very last step is to add a text box, center it and add 
Thank You.  Make the font Times New Roman, size 54, 
bold and choose a font color that goes well with your 
background. 

 

 
 

 
 

 
Now that we are done with all of the slides, let’s go to Slide Sorter and 
see how are slides are looking. Remember the Slide Sorter view can be 
found under View on the Menu Bar. 
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Slide Animation 
 
The next step is to go through the slides and decide what kind of 
animation you would want to add to the slide.  Some slides call for 
animation and others are best left alone. 
 
Animation can be found under Slide Show under Custom Animation. 
 

 
 
         Custom Animation Pane 
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Slide Animations 

 
Slide 1 – on slide one You and Your Book Covers will Dissolve with 

speed of Slow. The text will be introduced all at once. 
 
Slide 2 – no animation 
 
Slide 3 – no animation 
 
Slide 4 – the title Cardholders and Friends of the Library and the 

circle with the words Ann Arbor District Library have no 
animation. 

 

 Book Covers made of good quality – Split with the direction 
of Horizontal In with Fast speed. 

 

 Limited offer – Circle with the direction of In with Slow 
speed. 

 

 Personalized Book Covers just for you – Diamond with the 
direction of In with Medium speed. 

 

 Keep your reading preferences private – Wheel with 4 
Spokes with Fast speed. 

 
 
Slide 5 – the title You and Your Book Covers – Fly In From 

Bottom at Medium speed.  
   
 The Book Covers come in a packet of five book covers – 

Fly In From Bottom at Medium speed.  
 

 The Book Covers come in five different sizes to fit any 
size book you will read –  Fly In From Bottom at Medium 
speed.  

 
 The Pyramid – Swivel with Medium Speed. 
 

Slide 6 – the image of books  – Grow and Turn with 
Medium speed. 
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Slide 7 – the first row of Pledges –Crawl In From Left with Medium 
speed. 

 
  The second row of Pledges – Light Speed with varying 

Speed (one slow, one medium, one very fast) 
 
 
Slide 8 – Remember the Ann Arbor District Library is here for 

you with – Boomerang with Very Slow speed. 
Your and Your Book Covers – Whip with Slow speed. 

 
Slide 9 – no animation 
 
 

Slide Transitions 
 
Slide transition is the movement of one slide to another slide. During 
your presentation the move from one slide to another should be 
smooth and not distracting to the presentation. 
 
The Transition menu can be found under Custom Animation. Clicking 
on Slide Transition will change the options available on the Task Pane. 
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The Transition menu has two parts.  You can select the transition and 
also have the transition move by a mouse click or automatically timed. 
 

 
 
 
We will assign a transition to each of our slides. 
 
Slide 1 – Newsflash with Speed Slow – 7 seconds 
 
Slide 2 – Shape Circle with Speed Slow – 7 seconds 
 
Slide 3 – Shape Diamond with Speed Slow – 10 seconds 
 
Slide 4 – Shape Plus with Speed Slow – 17 seconds 
 
Slide 5 – Wedge with Speed Slow – 10 seconds 
 
Slide 6 – Dissolve with Speed Slow – 7 seconds 
 
Slide 7 – Checkerboard Down with Speed Slow – 7 seconds 
 
Slide 8 – Wheel Clockwise with 8 Spokes Speed Slow – 7 seconds 
 
 
 
 
Saving 
  
When it comes to Save As in PowerPoint there are quite a few choices 
to make. When in the Save As menu there is a field for naming the 
presentation. Directly below the Fine name field is Save as type field. 
The down arrow of that field shows all the formats that PowerPoint can 
use when saving. The most common way to save in PowerPoint is as a 
presentation or as a PowerPoint show. 
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A very important warning is stop and save your presentation as 
soon as you begin working on your presentation. Do not wait until you 
have completed the whole presentation to save. Also as you add to 
your presentation continually stop and save as you work. Also 
remember it is always a safety valve to save a back up copy of the 
presentation in another location on your computer or on another 
storage device. 
 
Now that our work is completed and saved, it is time to review our 
presentation by using the Slide Show button on the bottom left side of 

the screen under Views , on the bottom of the Task Pane  

, or using the Menu Bar under Slide Show .  
 
PowerPoint will begin the presentation with the active slide, so be sure 
the first slide is selected. As you watch the presentation and would like 
to quit, you could right click with the mouse and a menu will come up 

with the last option end show   or click on the Esc key. 
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Printing 
PowerPoint provides several ways to print your presentation.  The Print 
Range allows the selection of printing all of the slides, selecting a 
current slide, printing a Custom Show, or selecting a number of 
different slides. 
 

 

  
 
Print What offers printing as Slides, Handouts, Notes Pages and 
Outline View. If Slides is selected, one slide will be printed per page. 
The Outline View will print the presentation material in the left column 
of the PowerPoint slide. The Notes Page will give you the slide with the 
“click to add notes” field. 
 
                 

  
 
 
 
 

Print    
Range 

Print 
What 
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  Notes Field            

 
 
 
 

                      Slide View 
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Outline View 

   
 

If Handouts is selected, choices in the Handouts range will go from 
gray to black for the handout choices. You can determine how many 
slides per page, whether the slides are to be printed horizontal or 
vertical, and to print in frame slides or scale to fit the paper. 
 

 
                   Handout View 
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Web PowerPoint Presentation 
 
The presentation is now saved as an html file so the presentation can 
be seen as a web presentation.  The AutoContent Wizard gave choices 
of what type of output we wanted to use.  We selected web 
presentation.  Now we will save the PowerPoint as an html or web file. 
This is often a very useful tool to pass information on to others.   
 

 Go to File and Save As 
 Find AdvancedPowerPoint in Sandbox 
 Save the whole presentation as a Web page. Under 

Save as Type select: Web Page 
 

 
 
 

 Name the file advancedpp (and your initials). 
 Be sure the presentation is saved as a web page. 
 Click on the button Publish. 
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If Internet Explorer does not open with your presentation: 
 Open IE on the desktop. 
 Go to file open and find your file in Sandbox. 
 Your presentation is now on the web. 
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Presentation on the Web 
 

 
 

 
 

Package for CD 
 
Your PowerPoint presentation can be set to take on the road to do 
presentations at different locations.  The Package for CD will copy 
presentations to a CD. The CD will be able to work on computers with 
Microsoft Windows 98 Second Edition or later.  The computers do not 
have to have PowerPoint installed. The CD will still play. 
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Add Files options allow you to bring in support files for your presentation such as 
music files. 
 

 
 

Clicking on Options offers the ability to click on or off the PowerPoint View, 
Linked files and Embedded TrueType fonts.  In this window there is also the 
options to password protect each file in the presentation. 
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Under the Add Files is another set of options that will change how the 
PowerPoint presentation begins on the CD. This give you the presenter more 
control of how and when the presentation begins. 
 

 
 
It would be in your best interest to go to Microsoft Office Online and read and 
review the support for Package for CD.  You can use the back and forward 
buttons on the Task Pane to reach Office Online support.  

 
 

 
Your PowerPoint Presentation is now ready to be on the Web and on 
the road! 
 
8/08 


