Microsoft Office®

The Tabbed Interface

The traditional menus and toolbars have been replaced by the Rib-
bon —a strip across the top of the window that exposes what the pro-
gram can do. The Ribbon organizes commands on different tabs.
Each tab is divided into logical groups that contain sets of com-
mands. The tabs on the Ribbon display the commands that are most
relevant for each of the task areas in the applications
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The Quick Access Toolbar

The Quick Access Toolbar is a small toolbar above the Ribbon. It is
designed to provide quick access to commonly used commands. To
add a command from the ribbon to the Quick Access Toolbar:

1. Right-click the desired command.
2. Choose Add to Quick Access Toolbar.

NOTE: If you want to add a command to the Quick Access toolbar
that is not on a Ribbon, simply click on the File tab and choose Op-
tions. Select Quick Access Toolbar from the left. Select a command
from the command list in the left pane and click on Add to move it to
the Quick Access Toolbar.

- - -

- = — — —

A_qd to Quick Access Too@

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...
Collapse the Ribbon

Keyboard Shortcuts

Press the Alt key to show the keyboard shortcuts on the Ribbon.
Press the key shown to activate a command. You may need to select
the shortcut for the Ribbon tab first, such as H for the Home tab.

Ctl+Z Undo Ctrl+Y Redo
Ctrl + X Cut Ctrl + L Left
Ctrl+C Copy Ctrl+ E Center
Ctl+V Paste Ctl+R Right
Ctl+B Bold Ctrl+S Save
Ctrl + 1 Italic Ctl+G Goto
Ctrl+ U Underline Ctrl+P Print
Ctl+K Insert Hyperlink Ctl+F Find
Ctl+N New document Ctl+H Replace
Ctrl+ O Open document Ctrl + A Select all
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Backstage View (File Tab)

Microsoft Office 2016 introduces the Backstage View in it's core
applications. The Backstage view is where one manages documents
and related data about them — create, save, and send documents,
inspect documents for hidden metadata or personal information, set
options such as turning on or off AutoComplete suggestions, and

more.

Info

Board Technigues

Related Peale

Retated Documents

A. Info - displays different commands, properties, and metadata
depending on the state of the document and where it is stored

B. New - provides quick and easy access to hundreds of custom,
and online templates

. Open - displays a list of recent documents and recent places
. Save As - displays a list of recent documents and recent places

E. Print - contains controls for adjusting print settings and displays
a print preview

F. Share - used to both prepare a document for publication and
provides tools to save and send a document

G.Export - used to save the document using a different file type
H. Account - click here to sign into your Office 365 account

I. Options - contains advanced tools and controls for changing the
programs’ settings and functionality.
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Paste with Live Preview

When pasting content from another document or
Microsoft Office application, one can see the
results of Paste options such as Keep Source
Formatting, Use Destination Formatting and
many others.

Paste ('.)pl:ions:.j

-

9 LA
Adjust List Indents...

ik

4

To use Paste with Live Preview:

1. Copy desired contentto paste
2. Right-click the desired location to paste

A Font. 3. Hover the mouse pointer over the de-
5 Paragraph... sired paste opftion in the shortcut list to
B Srmatiodk preview the paste option effect
mart Lookup
R , 4. Left.-cli_ck the des/redpaste
option in the shortcut list
3 Translate

h BB

&, Hyperlink...

3 New Comment

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation



General Features
Screen Clipping Tool

Quickly and easily take a
picture of all or part of the
- windows open on the com-
Video wieence puter and add a screen-
shot to an Office file with-
out leaving the program.
This feature is available in
Microsoft Excel, Outlook,
PowerPoint, and Word.

Available Windows

To capture all of a screen:
1. Click the Screenshot
button in the lllustrations
group of the Insert tab

2. Click the desired screen
in the Available
Windows section

To capture a portion of the
screen:
1. Click the Screen
Clipping button

2. Click and drag the
selection tool around the
desired area to be
captured. The clip will be
automatically added to
you document

Artistic Effects

With Microsoft Office 2016, you can now apply sophisticated "artistic"
effects to your picture to make the picture look more like a sketch,
drawing, or painting. It's an easy way to enhance images without
using additional photo-editing programs.

Located on the
Picture Tools
contextual tab, the new artistic effects include Pencil Sketch, Line
Drawing,

Watercolor Sponge,

Mosaic Bubbles, Glass, Pas-
tels Smooth, Plastic Wrap,
Photocopy, and Paint
Strokes

To use Artistic Effects:
1. Select the desired
picture

2. On the Picture Tools tab

3. Click the Artistic Effects
button

4. Choose a desired effect
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Improved SmartArt Diagrams

Microsoft Office 2016

includes many new graphic ,»-— S —— T
and plcture Iayouts for Ik AR L |

expressing ideas in a {
visual format. Simply insert =

a picture into a SmartArt | © -
shape and add
caption text.

To add Smart Art
to your document
or presentation:

1.  Place the pa—
sor at a de-
sired
location for
the SmartArt

2. Onthe Insert Tab
click the SmartArt
button to display the
SmartArt dialog box
and double-click the
desired SmartArt
layout

3. Click the Picture Icon
in the SmartArt
shape, choose a desired picture and click OK

To add a caption to a shape: Click the [Text] item in a desired
SmartArt shape and type a caption.

Mini Translator

Using the Mini Translator, one can point to a word or selected phrase
with the mouse and see a translation in a small window. The Mini
Translator also includes a Play button so one can hear an audio
pronunciation of the word or phrase and a Copy button to paste the
translation into another document.

LW ah e || | I
Online Bilingual Dictionary = :

start
1. intransitives Verb anfangen, beginnen (uch start offl:
aufbrechen (fornach) (such start off. start out); abfahren
(Busg, Zug), ablegen (Boot), LUFTFanRT abfliegen, startan: . 4
anspringen (Motor), anlaufen (Maschine): Sport: stz a :;:? L g ‘
zusammenfzhren, -zucken (athei); to start with A L~
zunichst; erstens; start from scratch ganz von v r_r

transitives Verh anﬁngen beginnen (auch start oi ranslate Language New
sefzen oder bringen, Motor und so weiter auchank 7 8 Comment
starten;

2 Anfann mEnnich Reninn mannich fhecnnders

To turn on the Mini Translator:
1. On the Review Tab click the
Translate button to display the
Translate menu

2. Choose the Mini Translator
command

" Translate Document
3

2% Translate your document using
an online translation service

Translate Selected Text

3% Translate the selected text into a

diffey =

Mini Translator >

N p——

paragraphs for a quick translation

Choose Translation Language...

To change the translation language:
1. Click the Choose Translation Language command from the
Translate Menu.

2. Select the desired Mini Translator language and click OK
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Word 2016

Improved Document Navigation
A. Find content by

us'ng Incremental Hame Insert Page Layout References Mailings Revie View
search, soyou do )] 18 (@ [E] (5] oo R I j;" ke

Print |Full Screen Wel

not need to know onine G e

C

Layout | Readi =] Page Width |
exactly what you z
are searching for |"™*"
to find it T Q 2
g8 |E
B. Easily = e
reorganize -sa;jpo”m.m Getting ——

documents by

dragging and '
dropping

headings instead
of copying and (w
pasting

Backsta

Paste With Live Preview Screen Orientation

. File Tab

. Quick Access Toolbar
Ribbon

. Task Pane

. StatusBar

Clipping Tool =
martArt Lay ;uu:

& Background T...

GoR oW e

Improved Document N

Editing PDFs
Finally, you can now open and edit PDF documents right in Word
2016. Previously, you would have had to have purchased Adobe
Acrobat or some other costly software program to be able to edit
PDFs. But now you can open a PDF, just like any other Word
document and make the necessary changes.

NOTE: If you are trying to edit a scanned PDF document, you will
need to first use some type of OCR (Optical Character
Recognition) utility to convert the document to a regular PDF file.

To Open a PDF in Word:

1. From the File tab, choose Open.

2. If necessary, navigate to the desired folder location.
3. Choose one of the following techniques:

4. Select the desired file and click the Open button; or
5. Double-click the desired file

Remove Background Tool
Automatically remove unwanted portions of a picture, such as the
background, to highlight the subject of the picture or to remove

distracting details. e =
[ =]

-t By

To use the Remove Background
Tool:

1. Insert or select a
desired picture

2. On Picture Tools,
Format tab, click
the Remove
Background button

3. Use the tools in
command
group to mark
areas to remove or
keep

4. Click the Keep
Changes button to
remove the marked areas
of the picture

the Refine
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Screen Shot or Screen Clipping

One of the new features in Microsoft Word 2016 is the ability to take
screenshots directly in any Microsoft Office application with no need
for additional software. You can automatically grab a screenshot of
an open window or highlight the specific area you wish to capture.
NOTE: This option will not be available if you are working on a

document in compatibility mode because it is a new feature to Office
2016.

To Insert an Existing Screenshot:
1. Place the insertion point at the desired document location.

2. From the Insert tab, in the lllustrations group, click the Screenshot
button.

3. Select the desired thumbnail of the picture to insert.

4. If necessary, make any desired changes using commands located
from the Picture Tools contextual section, on the Format contextual
tab

To Highlight a Specific Area to Capture:

EEW

[l Design  Layout  References  Mailings

about us doox - Word Ranc.

Review  View Q) Tell me what you want to do

" g Chart o store
o JSGRENGHONT] & My Add-ins - Wikipedia Onlin

Available Windows

About Us . Screen Clipping
Burke Properties is a full-service real estate brokerage firm. We provide a broad range of
real estate services including residential and commercial sales and leasing. Jan Burke, the

Drosiskanie s

Ly jgvolved in all phases of real |.a1 ate for over twenty years
e e——
ang

—

1. Place the insertion point at the desired document location.

2. On the Insert tab, in the lllustrations group, choose Screenshot
button drop-down, and click the Screen Clipping option.

NOTE: The last application window you displayed will reappear, but
is faded after a couple second delay.

3. Using the crosshairs, click-and-drag to mark the desired area you
need to capture. (The screenshot gets inserted into the document.)
4. If necessary, from the Picture Tools contextual section in the
Format contextual tab, make any desired changes.

Alignment Guides

Format Q) Tell me what you want 1o do

AaBb( AaBbC \nBl \uBbCe]

l Alignment Guides

Burke
Properties, Inc.
We'll find the right
property for you!

About Us

Burke Properties is a full-
service real estate
brokerage firm. We
provide a broad range of
real estate services
mcluding residential and
commercial sales and
leasing. Jan Burke. the 5
President. has been personally involved in all phases of real estate for over twentv vears.

Alignment Guides are green, visual indicators that alert you when a
selected object is aligned with other objects on the page. As you
click-and-drag the object, such as video, graphic, chart, or shape,
the alignment guide appears letting you know whether or not the
object is aligned to the top, middle, or bottom of other relative
objects.



Excel 2016

Sparklines

Sparklines are tiny charts that fit in a cell and are used to visually
summarize trends alongside data. Because Sparklines show trends
in a small amount of space, they are especially useful for dashboards
or other places where there is a need to show a snapshot of a
business in an easy-to-understand visual format

To add a Sparkline to a cell:

1. Select the

Improved Conditional Formatting ;

In Excel 2016, you have access to more icon sets, 5 1(](]

including triangles, stars, and boxes. You can also E' 150

mix and match icons from different sets and more #1550

easily hide icons from view—for example, you might v

choose to show icons only for high profit values and 175

omit them for middle and lower values. EUE]
E Data Bars » ;l?ost ?U%C i i 250
- 676 v 150 \ O (200}
Color Scales » ggg =S§gg } i 225
= Directional :
_sz_jlcunsels 23 P | 25[_}
B NewRule.. A= 4 Au D [l. (48]
B QearRules » Ay &73“@"@&5 i SUU
{5 Manage Rules...

0 51425

Using Flash Fill

icon set in each cell. Each icon
represents a value in the cell.

§1,700

@Coe

One of the great new features within Excel 2016 is its Flash Fill capa-

bility. Fla

sh Fill basically anticipates the data that you want to enter

into a column. In a nutshell, Flash Fill eliminates the process of con-
catenating (i.e. combining) cells. For example, if you want to enter a

3 e Lin = A L Al wordart - TC Equation
desired Ec.ﬂhn —l Q J g [ Signature Line = | €2 Symbol
data tO ks~ ]E'.-‘.'m'L-:ss e il TBE:L ;T;:dj:;‘ hgd Object
trend Sparklines Filter Links Text Symbols

Insert Line Sparkline
2' lon ﬂr]tet b # Insert a line chart within a single 7;L7LE|Q N
nse an, cell.
choose
from one Of ane July Aug Sept Oct Nov Dec
the thl’ee 200 250 200 225 250 275 300
H 175 300 325 175 275 275 234
Sparkline
typeS in the 150 225 250 150 250 300 345
Sparklines 225 5775 §775 5550 5775 $820 5879
group
3 | th S kl July Aug Sept Oct Nov. Dec
: dn | e bpar Intes 250 200 225 250 275 K ;}_:
1a Og 0X, enier 300 325 175 275 275 234
the cell where the
Sparkllne W|” Create Sparklines @
. Choose the dats that you want
dISpIay DataRange: |B4M4 B3
4. Click OK

Choose where you want the sparkiines to be placed

B B

Cancel

Location Range:

Slicers and Timelines

Slicers and Timelines are visual controls that help quickly filter data
in a PivotTable in an interactive, intuitive way. If you insert a slicer,
you can use buttons to quickly segment and filter the data to display
just what you need. In addition, when you apply more than one filter
to your PivotTable, you no longer have to open a list to see which
filters are applied to the data. Instead, it is shown there on the screen
in the slicer. You can make slicers match your workbook formatting
and easily reuse them in other PivotTables, PivotCharts, and cube
functions.

To Insert a Slicer into a

PivotTable: < - Microsoft Excel
1. ClICk any Ce” inside a Data Review  View LdddIns Options | Design
PlvotTaPIe or PivotChart IR |ﬂ\ B B
2. |n the PlvotTable Tools ort Insert | Refresh Change Data P

Slicer ~ > Source -

Options tab, click the Insert

Slicer button or Insert Time- |

line o e =
3. Select the desired fields to use as

Slicers and click OK

4. Click the desired Slicer value to filter
the PivotTable or PivotChart

& FNEY  Insert Slicer... %

5

list of employee e-mail addresses, as long as you have the first

name and last name entered into your data, Excel will see the pattern
and automatically fill the same pattern through the rest of the data

within the list.

Page Layout

Formulas  Data  Review  View  Developer

Q Tell me what you want to do

D4 X o f mary.binga@cityofmadison.gov
A B c D
1 {[+] Full Name Userld e-Mail
2 1948 COMUNTZIS MARK mark.comuntzis@cityofmadison.gov
3 1547 FILOSA ALEXANDRA alexandra.filosa@cityefmadison.goy
' 2222 BINGA MARY [mary.bi ity fison.gay
i 2167 DONNELL SUSAN
6 1960 CAROL ELIZABETH
7 1847 DECKER ERICA
8 2202 CLARKE I0E
9 2146 CHAFFEE ADAM
10 1973 DESIATO BARBARA
1 1970 CHASE FRED
12 2171 FERN ELIZABETH
13 2145 COLE DANIEL
14 1953 CHU LAURIE
15 2192 CLARK DREW
16 2221 ELLIS JANET
17 1861 CHUNG BOB
18 2158 BOLLER MARY
19 1933 FERRIS JinM
20 1958 CLARK JOHN
21 1932 BARRY ANGELA
22 1886 FLANDERS SABRINA
23 2215 GARWOOD EDWARD
24 1965 HOWARD RUSSEL
25 1980 WENTWORTH CARL
26 2202 BLACKWELL JOHN

New Functions

Sum of Income Column Labely, T

Voar Mosth % | | Progut
2 Rowlabeh T W35 2045 Grand Total
s | =m0t 12,0000 $1r.80000
o P 008 veb o
0w
mas
A
Sep
3 D 000 5807.00 o
14 e okl SAZEE0D $300 SLLANA0 =
Dec

Function Description

IFERROR Eliminates the complexity of nesting the ISERROR function within the IF
function. The IFERROR function simply returns the desired result if there is an
error, otherwise retums the desired result if there is no error
Example: =IFERROR({AVERAGE(G6:G11),0)

SUMIFS Unlike the SUMIF function that allows you to evaluate only one condition, the
SUMIFS function allows you to evaluate multiple conditions.

COUNTIFS Unlike the COUNTIF function that allows you to evaluate only one condition, the
COUNTIFS function allows you to evaluate multiple conditions.

AVERAGEIFS Unlike the AVERAGEIF function that allows you to evaluate only one condition,
the AVERAGEIFS function allows you to evaluate multiple conditions.
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Outlook 2016

Expanded Ribbon
In Outlook 2016, the %- -
ribbon has replaced the
former menus in the
main Outlook window.

GG Send / Receive

. . 0 T o — & —
It is designed to help & 9 [+ C9|”°'°U X
i I ean Up -
you qUICkIy find the New New Meet Schedule g e Delete Archive
commands needed to Email ltems~ Now Meeting~ *® un

complete a task. New L&  Webkx Delete
Commands are
organized in logical
groups that are
collected together

New Items

Conversation View
E-mail messages in your Microsoft Outlook 2016 Inbox and other
mail folders can be organized by date and arranged by Conversation.
When Conversations is turned on, messages that share the same
subject appear as Conversations that can be viewed expanded or
collapsed.

To turn on Conversation View:

Send / Receive Folder View

Shaw as Conversations E2) Date = Erom
1. On the View tab, in the +
Conversations group,
select or clear the Show as

Conversations check box

¥ Fiag: start Date ¥ Flag: Due

Conversations

Microsoft Outlook =]

Shaow messages arranged by canversations

2. Click All Folders or This & -
Folder ; I Al falders L\»J [ This folder ] [ Cancel
clConversation
- .
B D @ From ] Sampson, Eric
= Parisi, Beth 4 Williams, Tim
¥ ;Q Parisi, Beth
- 1_| smith, &my
= = Smith, Amy
i = Smith, Josfh
- =] % Smith, Amy
=

Gardon Kopke

People Pane
The People Pane displays contact information about the person
associated with that item, and the latest activity by that person. This
includes the latest status updates, comment posts or messages from
social networks, in addition to Outlook items such as e-mail
messages, Calendar items and attachments.

A. All items — This includes all activity and messages from the

selected person

B. Activities — This displays activity posted on the selected person's
social network sites, such as alerts, comments or messages

C. Mail — A list appears of recent e-mail messages that you have
exchanged with the selected person

D. Attachments — Attachments that you have sent to or received
from the selected person appear

E. Calendar — Past and future meetings or appointments including
both you and the selected person appear

F. Status updates — This displays the most recent status updates
that the selected person has posted

[ Matykowski, George Tue 7/20/2010 9:09 AM 44 KB

Mon 7/19/2010 2:32 PM 19 KB

Can you teach this class?
Board of Directors Meeting in Madison - W.

The BaceTs On

|  Medean, David
-

B -

11 hours ago
10:57 AM 3/12/2010 - ||
11:41 AM 2/23/2010 1]

Gordnn Kanks L1an 718/2010.1:53 BLL 115 KR

David MclLean

)\ [G] David McLean is now connedted to Kevin Lodholz
& reminder - Daylight Savings Time
2 401(k) Loan
] LeanApp.pdf (57 KB
) RE: 401k question-To Whom should I speak?
3 Re: 401k question-Ta Wham should I speak?
N2 Organizational Chamges at Core

941 AM 2/23/2010
10:57 PM 2/22/2010
11:45 AM 2/16/2010

{2 Core HR and Legal available on the portal - please read 5:21 PM 2/2/2010 v -

All folders are up to date. [ Connected to Microsoft Exchange |E
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Folder View Q Tel

Search Tools Tab

Outlook 2016 places many of the common search criteria directly in
the Ribbon. Quickly refine your searches using the Search Tools
contextual tab. Click in the Search Bar above the message list to
reveal the Search Tools tab.

ook Unread Mail - Doug Randell @CORERTS. com - Outiook

Home Send /Recetve Folder View

4 Favorites

ST":?DJM.;@LM o Recent Searches (left) and Search
e > Tools > Advanced Find will add
« +  significant assistance and ease of
#admedinds s use to your searches in Outlook
2016.
Quick Steps

Turn frequently used commands and procedures that into one click.
One can customize the default Quick Steps, and create personalized
buttons that combine multiple frequent actions. The Quick Steps
gallery includes buttons for one-click file and flag, sending messages
to your team, and other popular commands.

To create a custom Quick Step:

1. In Mail, on the Home

tab, in the QUiCk 8 |25 Moveto:? _-;\3' To Manager A3 Move ~
Steps group, in the 3 Team E-mail & Done [ Rules ~

.,'@ Reply & Delete 7 Create New L\\, ¥ _',F_l Onelote

Quick Steps ] Mave

Quick Steps gallery,
click the Create New
Quick Step

2. Click an action type from the list or click Custom
3. In the Name box,

Edit Quick Step =]

type a name for the —
new Quick Step [gb | [send to Team andFie it

4. Click the iCOn buttOn »:«du actions below that wil be performed when this quick step is clicked an.
next to the Name — x
box, click an icon —— =

’ " 14 [ 7o [Educstion [Z]

and then click OK Shon ootz ¥

5. Under Actions, TR BE;
choose an action that = =l

you want the Quick
Step to do. Click Add
Action for any
additional actions

6. To create a keyboard
shortcut, in the
Shortcut key box,
click the keyboard
shortcut that you
want to assign

Add Action

Shortcutkey: | Choose a shortcut [ ]

Tooltiptext:  |This text wil show up when the mouse hovers over the quick step,



Ignore Conversation

If a conversation is no longer relevant, Outlook 2016 can prevent
additional responses from appearing in the Inbox. The Ignore

command moves the whole
Conversation and any b
future messages that Tem (@] [+]
arrive in the Conversation e new  meet schedule o
to the Deleted ltems folder. tmai tems = Now Meeting = <97

MNew WebEx Delete

Q) Tell me wha

Send / Receive  Folder  View

X [=] g

Delete Archive Reply

"t Ignore

Eanp'

Ignore Conversation (Ctrl+Del)
Move current and future messages
in the selected conversation to the

Deleted Items folder

Message Clean Up
Use the Clean Up tool to eliminate redundant messages or message
folders in Conversation View.
For example, as people reply
to a Conversation, the
response is at the top and the
previous messages in the
Conversation are below.
Instead of reviewing each M o
message, keep only the most *Faverttes
recent that includes the e 16
whole Conversation.

Meet Schedule

Mew  Mew -,
Mow Meeting =

mail tems - A

EROM
Clean Up Conversation *
All redundant messages in this

conversation will be moved to the "Deleted
Items™ folder.

To use the Clean Up tool:

|| Don't show this message again

1. Select a desired message group
or Settings
folder

2. On the Home tab,
click the Clean Up button and choose Clean Up Conversation or
Clean Up Folder

3. In the Clean Up dialog box, click the Clean Up button

Schedule View

The new

Schedule View can
help take some
guesswork out
arranging meetings.
Individual, Resource, ‘s
or Calendar Group 9am 1 "
calendars appearin a cigpaiie il e

Decomber 2016+ ¢

horizontal view to _
quickly discover the ==
best time to meet.
47 My Calendars

To view Eed & et
calendars in o
Schedule View: Ryl

- wod«‘nh‘k {11} & wikiiee Bl

1. Onthe Home tab ™™ .

Other Calendars

of the calendar

view, in the e _

Arrange group, S Tt [t e
click the + Haymes, Toresa

Schedule View

button

2. Add or remove shared calendars to and from the view using the
left Task Pane

& Choosing to view more than four calendars

simultaneously will automatically open
Schedule View

PowerPoint 2016

Slide Sections
Organize large slide decks to be more

manageable and easier to navigate by T
using sections. — |

To create a Slide Section:

, L By Copy
1. Select the desired slides in the N

slide navigation pane

2. Right-click the first of the selected === O
slides and choose Add Section = New Slide

wo (3 Duplicate Slide

—|!_ [ _Dele o

= Add Section>

To Rename the Slide Section:

1. Right-click the Slide Section item ey s

and choose Rename Section

2. Type a new - ’_
Section L’ ‘ = Layout
Name and e — | " Reset Slide
Ei;letse? tkhe(; 4 Secton Two 3] Format Background..

4] Hide Slide
I

Merge and Compare Presentations

Compare your current presentation with another one and if desired,
combine them instantly by using the Merge and Compare feature in
PowerPoint 2016.

To Compare or Merge Presentations: e
i @
1. Onthe Review tab in the Compare - U0

Comments

group, click the Compare button

2. In the Choose File to Merge dialog
box, select the ects
desired version ruge e s e _tottn | tema
of the presenta- ®» % ol Bl
tion and click OK ... ™"

3. Use the Change RV RNEE

Indicators and
Revisions Task
Pane to select
the desired
changes

4. Click the End
Review button to
accept selected

bw Tell me what you want to do

changes and ‘ &) Previous F ~
discard the v 5 Next v D
others Compare Accept Reject — End Start
- Reviewing Pane Royiew | Inking

Compare Ink
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Embed, Edit and Play Video

Working with video has never been easier in PowerPoint 2016.

New editing tools include Bookmarking, Trimming Text Overlays and
Recoloring. Videos are automatically embedded within the
presentation for ease of use or can be linked from many popular
video-sharing websites.

To embed a video:
1. On the Insert tab,

intheMeda - | T T ) L.,

group, click the - o . :
Video button and 'bject Equation Symbol Video Audio Screen

choose From File " v - Recording

2. Select the 1 Isymbds , L& Online Video...
degi,?dkwgﬁo 3 video on My PC...
and clic

To bookmark a video:

©- 0B -

1. Pause the desired video at the point to
add a bookmark

2. In the Video Tools, Playback tab, click

Home Insert

the o
Add Bookmark button ’ ’:l'
Play Add Remove
Bookmark Bookmark

To recolor a video:

Preview Bookmarks

1. Select the desired video | « =" [T
in the slide P

2. On the Video Tools, — [ __ o | |
Format tab, in the Adjust — ﬁl‘_ﬁ 1..—:.1
group, click the Color ] ’
button and select the _i ol ol el =
desired color scheme > B -

To trim a video:

1. Select the

a slide 5T Fade DuratiFmies
2. Onthe Video m
TOOIS, vmeulk‘@ F:.::,:
Playback
tab, click the
Trim button

3. In the Trim dialog box,
drag the sliders
underneath the video to
adjust the start and
endpoints in the video

4. Click OK

To link a video from a site:

desired video on
Col==

f@FadeIn rountainceyser,wmy Duration: 00:28.08%

Design Transitions Animations Slide Show

Trim Video

00:28.098

00:00 + % 00:23.093 5
Start Time - @ @ @ End'ﬁr;\e
1. Obtain the Embedding
Link for the video from a

website like YouTube

2. On the Insert tab, click
Video and choose Video
From Website

3. In the Insert Video From
Website dialog box, type
or paste the embedding
link for the video and click
OK
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New Animations and Effects

Microsoft has added many new Animations and transitions to
PowerPoint 2016. Both give smooth and realistic effects to
dramatically enhance a presentation.

To apply transition effects to a slide:

1. Select the desired
slide

2. On the Transitions tab, |
select the desired tran- -
sition from the gallery |

To add animation to a slide:

1. Select the desired
slide or objecton a
slide

2. On the Animation
tab, select the

desired animation . -
from the gallery

3. Press the Preview
button to see the
animation

customel

Render a Presentation as a Video

PowerPoint 2016 can now save your presentation as a Windows
Media Video (.wmv) file. This file can be burned to a DVD, emailed or
placed on a website for distribution.

To save a presentation as a video file:

1. Open the desired presentation in PowerPoint 2016

2. Click the File tab to display Office Backstage and choose
Save & Send

3. In the Save & Send column of Office Backstage select Create a
Video

4. In the Create a Video column choose the desired quality and
timing settings

Export

o Cemate POF/PS Document

B Crmate a\Video
-

12 Package Presentation for €0

@ Click the Create Video button

& Video rendering can take some time depending on

the size of the presentation. PowerPoint 2016 can
still be used while the video is created.





