Group’s Kingdom Rock PowerPoint (PPT) Spotlight VBS: PC Version

IMPORTANT: To use this PowerPoint presentation, you must have the full version of
Microsoft PowerPoint installed on your computer.

What’s in the Spotlight Zip File

There is a single folder, called Spotlight 2013. . Spotlight 2013

*** Please do not rename or remove any of the files from this folder. The audio files are linked
to each presentation. For these links to remain intact, the location and names of all files must
remain the same.

Inside the folder, there are 11 files.
There are six PowerPoint files (.ppt) and five audio (.mp3) files. The first five PowerPoint files listed here
are represented by the five buttons in the large image below (Day 1-Day 5).
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The first PowerPoint file is ASpotlightMenu.ppt. If you wish to just launch and play each day’s Spotlight,
you will not need to use ASpotlightMenu.ppt; just open each day’s presentation and play it. There are
two ways you'll use ASpotlightMenu.ppt:

e If you wish to have Spotlight on screen and you plan to introduce the presentation or need to
make announcements, quiet the crowd, etc., then you will want to open and play
ASpotlightMenu.ppt. This is a one-slide presentation with buttons that will launch each day’'s
presentation. Leave the menu screen up until you're ready to play the day’s Spotlight
presentation. Click the desired “Day” button, and that Spotlight show will run. When it is finished,
PowerPoint will return to the Spotlight Menu screen.

e \When you are ready to burn your five presentations to CD (or copy them to a flash drive) for the
kids to take home, you will want to open only the ASpotlightMenu.ppt file for this purpose.
Instructions on burning (copying) these files are included in this document.
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Installing PowerPoint Spotlight

Download the file KingdomRockSpotlight2013.zip to the desktop of your computer.

Extract (unzip) the contents of the zip file to your desktop. One folder, KingdomRockSpotlight2013,
should appear on your desktop.

Creating, Editing, and Saving Your Shows
Double-click on the day’s file you wish to edit (e.g., Day1-KingRock.ppt).
Scroll down through each slide, inserting a photo where directed as follows:

e Onthe Insert tab, click Picture (or for _
older versions of PowerPoint, click Home | Insert | Design Animations

Insert > Picture > From file). bl E% @ I_Fj) E ﬁ
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Organize « MNew folder | EE 'I | @

e Navigate to the folder where your "
, . A & Download ~ MName Date medified Type =
day’s pictures are located. Either i BifonVD _ B
. . ) =ERI 6/25/2010 1135 AM  JPEGimage | ||
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. . - ¥ Home =5 3 " o : T
click Insert or simply double-click Bt =13.Mipg B/25/2010 L35 AN PEG image
H H (=] 3 45.jpg 6/25/2010 11:35 AM  JPEG imiage
] RecentPla =2
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i = 3.146jpg 6/25/201011:35 AM  JPEG image
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*# Dropbox = : b i
[=[ 3157 jpg 6/25/201011:35 AM  JPEG image
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- 4 I} I b
File name: 3 63.jpg 5 IA“ Pictures (*.emf;” wf,"jpg;’ ']

¢ Place the picture on the slide and size or stretch
it to fill the slide.

e Save the presentation (press Ctrl + S)
occasionally as you work and after you have
inserted the final image.

¢ Scroll down to the next slide designated for you
to add your photo, and repeat the process.
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Setting the Timing for Automatic Slide Advancement

Each day’s presentation has been set to advance with the audio script linked to the presentation.
However, with the wide differences in responsiveness in audio cards and video cards in each computer
system, you may find that the timing is off for your presentations. PowerPoint has the capability to quickly
fix this problem. Once you have inserted all of your pictures for the day’s presentation, play the
presentation to test the timing.

e If you find you need to adjust just one or two slides, you can do that from the far right
side of the Animations tab, under Advance Slide.

Design Animations Slide Show Review View Developer Acrobat
éi} Transition Sound: | [Mo Sound] * | Advance Slide

[ o o, ), ) ) o] 5 i | st

f = i3l Apply To All ¥| Automatically After: 00:0335 o
Transition to This Slide

e The time field has “zero” place holders for minutes and seconds. Seconds can be set to a
value of hundredths of a second. The image above represents 3.35 seconds. This means
that the selected slide will advance after 3.35 seconds. Keep in mind that whatever time
change you make to a slide will impact all following slides.

It will be rare that only one or two slides will need to change. It is more likely that you will want to reset the
timings for the entire presentation. This will only take a few minutes, just as long as it takes to go through
the presentation one time.

Open the PowerPoint presentation and your Spotlight VBS Leader Manual to the Photographer’s Script
for the day you are working on.

e To set your own timing in PowerPoint, click on Animations | SlideShow | Review v
Slide Show > Rehearse Timings. B O

el (&Y Rehearse Timings
Set Up Hide
slide Show Slide ¥ Use Rehearsed Timings

Set Up

e The slide show will start, and a rehearsal timer ———————————————
window will open. Rehearsal v X
g 0 000:03 % 0:00:03

e Simply listen to the audio, and click the arrow on the left
side of the menu bar each time you wish to advance the
presentation. If you make a mistake, just press Esc and
then click No on the question that appears.

e Once you go completely through the presentation (advance the last slide when the audio
clip is finished), a question will pop up. Select Yes, and then save your presentation.
When you play it again, the timings you entered will be the timings that are used.




PowerPoint Configuration Option—End With Black Slide

Turning off “End with black slide” is an option for your presentation.

e Click on the “orb” (start button) in the upper left
corner of PowerPoint.

Recent Documents
New

1 Day1-KingRock.ppt =

e Click on PowerPoint Options at the bottom. > open | 2 DayikingRockppt e
i 3 AspotlightMenu.ppt f=1
l’@ e 4 Day 5-KingRock.ppt 4=
L 5 Day4-KingRock.ppt =
6 Day3-KingRock.ppt f=1

H 23 7 Day 2KingRock.ppt =1
= 8 Day5-KingRock.ppt =
& Save s ey Ak poRack pat ]
Day 3-KingRock.ppt 2]

L@l Print 3 Day 2-KingRock.ppt =
Day 1-KingRock.ppt 4=

@ Prepare * AspotlightMenu.ppt =
Day 2-KingRock.ppt f=1

:E Send 3 ASpotlightMenu.ppt 1l
Day 1-KingRock.ppt {=1

55’ Publish  * Day 1-KingRack.ppt =

J Close

‘-,_j PowerPoint Options |-|X Exit PuwerPoini; |

e Click on Advanced in the left e e —er—)

Popuiar i AL ’
panel . P i Advanced options for working with PowerPoint.
Fraating
Save Editing options.
© Advanced — [¥] When selecting, mutomatically select entire word

e Make sure “End with black slide”
is UNCHECKED.

Trust Centar

[ Allow test tn be dragged and dropped
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Shide Show
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Using Presenter View

On the Slide Show tab, check the box for Use Presenter View. This will allow you to show the
presentation on the projector screen and view a “speaker notes” view on the computer screen. The
speaker notes view lets you see the sequence of slides as the presentation progresses.

@L B9 0REa&0 )¢ Day 1-KingRock.ppt [Compatibility Mode] - Microsoft PowerPoint [=lE
'

Home  Insert  Design  Animations | SlideShow | Review  View  Developer  Acrobat

o . | @ @
e This is the speaker notes view G

.. @ D Record Narration Resolution: | Use Current Resolution

(&Y Rehearse Timings Show Presentation On: | Primary Monitor

SetUp.
Slide Show ;[d ¥ Use Rehearsed Timings

Set Up

|7 Use Presenter View

Start Slide Shqw Menitors.

Kids on knees as “sheep”

e This is the presenter view on the God's Love
laptop/computer display during the slide ' . RocKs! :
show. ‘ ‘ :

e This is the image projected on the screen
during the slide show.

NOTE: If these views are reversed m v GOd 8 LOV@
(presenter view shows up on the = ) ROCKS'

projector screen), then Esc out of Play
mode. On the Slide Show tab, just
above and to the right of “Use Presenter
Vew” is an option to select which
monitor will show the presentation.
Change the drop-down value from
whatever is shown to the other option.
(You have choice of primary monitor
and one other option.)
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Packaging Your Presentation(s)

PowerPoint gives you the ability to “package” your presentation, putting all graphics, audio, and
video components into a folder structure that can be burned to a CD or saved to a flash drive for
easy distribution of the presentation. Packaging also includes the free PowerPoint viewer so that
anyone with a PC can watch the presentations, even if they don’t have PowerPoint installed on

their computer.

**DO NOT PACKAGE THE PRESENTATION if you are editing each day’s Spotlight on a
different computer than the one that will be used to display the presentation. If this is your
situation, unzip Spotlight2013.zip onto the desktop of both computers. Make the changes to the
day’s presentation, for example, Dayl-KingRock.ppt. Once this is complete, copy just this file to a
flash drive. Insert the flash drive into the computer used for playing the presentation, and
OVERWRITE the file in the Spotlight2013 folder. The links will remain intact if you don’t change

the file names.

The reason you don't want to PACKAGE in this scenario is that you will be unable, at the end
of the week, to package all five presentations into a single presentation. You don’t want to

package packages.

e Atthe end of your VBS, open the
ASpotlightMenu.ppt file. It is an
one-slide file, with links built into
each day’s presentation. Click on the
Orb/Start button in the upper left
corner of your program.

e Click on Publish.

e Select Package for CD.

e The Package for CD window will open.
You have two choices: Copy to Folder
and Copy to CD.

e Inthe Name the CD field, enter the
name you wish to use for this
disc/folder. If you Copy to CD, the
name of the CD will be what you type
here. If you Copy to Folder, this will be
the name of the folder that will contain
all of the files in your presentations.

] i Distribute the document to ather prople
{4 3
— = Package for CD
™ _ Copy the presentation and media finks 1o o
gpen

¢ SE L P

folder that can be bumed to 2 CD.
o
| Publish Slides
Save slides to a8 Slide Library or other

Canyerl
o ation to reusd ater

Creati Handouls in Moot Office Word

([
Save Ei| Open ihe presentation in Ward and
prepare Curlom hand ol PageEs.
Saveds  F 1 | Document Management Server

Share fhe pres entation by savino & fo e
dacumen! mansgemenl s ner,
Prirt L 3.._ Create Document Workspace

£ 5% Creste mnew site forthe presentation and
keep the ool copy syncheonized.
Frepare

Send
Publish *

=,
| Close

] PowerPaint Options | | 3 Exit PowerPoint

For CD el
Copy presentations to a CD that will play on computers

‘:{Eﬂ running Microsoft Windows 2000 lazlater, even without
PowerPaoint.
Mame the CD: | Spotlight2013

Files to be copied:

AspotightMenu. ppt Add Files...

Linked files and the PowerPoint Viewer are Bations

incduded by default. To change this, dick Options. on
Copy to CD ] [ Close ]

‘ Copy to Folder...
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Copying to CD

Click on Options. The Options window will open. In
the drop-down under Package type, check Viewer
Package and select Play only the first
presentation automatically.

Make sure that Linked files is checked.

Click OK.

Insert a blank CD-R into your CD burner.
You cannot use a rewritable disc.

Press the Copy to CD button.

pti wi i

_
LU N
Package type

@ Viewer Package (update file formats to run in PowerPoint Viewer)
Select how presentations will play in the viewer:
Flay only the first presentation automatically E'

(") Archive Package {do not update file formats)

Indude these files

(These files will not display in the Files to be copied list)
Linked files
[]Embedded TrueType fonts

Enhance security and privacy

Password to open each presentation:

Password to modify each presentation:
|:| Inspect presentations for inappropriate or private information

, l OK, Sl Cancel ]

F -
[’.- Copy presentations to & CD that will play on computers

“-=s running Microsoft Windows 2000 or later, even without
PowerPoint.

Mame the CD: |Spotight2013

Files to be copied:

ASpotlightMenu. ppt

Linked files and the PowerPoint Viewer are

included by default. To change this, dick Options. Oplings,
Copy to Folder... [ Copy to CD ] [ Close ]
[
Microsoft Office PowerPoint T“i" -
1Pty

Press Yes to include linked files in the package.

o~

i ) vour package only if you trust the source of each linked file.

You chose to package all inked files in your presentation, so PowerPoint will copy the linke

Do you want to indude linked files in your package?

: . W rosoft Office P rPoint 5e
When the burn process is complete, the disc et~ TEHETEN =
will automatically eject, and you will be asked Py

if you wish to burn another disc. *If you do, L

.,

click Yes and follow the instructions on
screen. If not, click No.

The files were successfully copied to the CD.
Do you want to copy the same files to another CD?

] |

[ Yes Mo l

*Note: You can make copies of the first disc with any CD burning software at any time; you
don't need to make additional copies at this time unless you want to.

HINT: Test the CD by reinserting it into your computer before burning more copies.
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Looping Options

If you wish to show multiple days of the presentation or all days in aloop (repeating cycle),
then follow these steps:

1. Open a new blank presentation in PowerPoint.

2. Open each of the presentations you wish to loop together. S o

7 Rocks!

3. Select all of the slides from the first presentation you wish to
include. You can do this by clicking on one slide in the left
navigation panel and then pressing Ctrl + A on the keyboard to
select all slides.

4. Press Ctrl + C to copy all of the slides.

5. Bring up the new blank presentation. Left click in the left
navigation panel, and press Ctrl + V to paste all of the
slides into the new blank presentation.

6. Repeat steps 3-6 for the remaining
presentations. Click in the navigation panel
either above the first slide in the navigation
panel or below the last slide in the navigation
panel, so that you keep each day’s
presentation intact. You can tell where you've
clicked by seeing the black cursor bar that
appears above or below an existing slide.
SAVE THIS NEW PRESENTATION
OCCASIONALLY AS YOU WORK.

7. Once you have copied all of the slides from the individual
presentations into the new presentation, you can play this one
time, or you can set it to loop using the kiosk mode described
on the next page.
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In kiosk mode, if you want to loop just one day (e.g. Day1-KingRock.ppt):

o Open the selected day’s presentation.
e Click the Slide Show tab.

e Select Browsed at a kiosk. This will

Animations

" o Record Marration
: ':I'v g KD
I_;

L‘ﬁ'? Rehearse Timings

SetUp Hide

slide Show Slide ¥ Use Rehearsed Timings

Slide Show Review

View Developer Acrobat
Resolution: Use C

@ Show Presentation On: | Prima

V| Use Presenter View

automatically check the Loop Set Up Monitors
continuously until 'Esc' option. [ | Buluus?
Set Up Show A - |
e Select the monitor on which you'll Show type e S_h":l sides
display the slide show. e e B
() Browsed by an individual (window) ) Erom: 2 To =
° Click OK. - Show scrollbar Custom show:
I (@) Browsed at a kiosk (full screen) b
e When you play the presentation in this TE— pr—
mode, it will loop unattended until you _ - P
press Esc. Loop continuously untl 'Esc _a.”“al\"l .
[ show without narration (@) Using timings, if present
[7]show without animation Multiple manitors
Display slide show on:
Pen calar: | Primary Monitor E
Show Presenter View
Performance
[ use hardware graphics acceleration Tips
Slide show resolution: |Use Current Resolution E
OK ] [ Cancel ]

Microsoft Useful Online Help

PowerPoint 2007/2010

Rehearsing/setting timing for slide transitions:
http://office.microsoft.com/en-us/powerpoint-help/rehearse-and-time-the-delivery-of-a-presentation-
HA010007217.aspx

Packaging the presentations for CD (or flash drive):
http://office.microsoft.com/en-us/powerpoint-help/package-a-presentation-for-cd-HA010336719.aspx

PowerPoint 2003
Rehearsing/setting timing for slide transitions:
http://office.microsoft.com/en-us/powerpoint-help/time-slides-with-a-timer-HP005195255.aspx

Packaging the presentations for CD (or flash drive):
http://office.microsoft.com/en-us/powerpoint-help/about-packaging-and-copying-a-presentation-to-cd-
HP005272756.aspx

Questions?
Contact Product Support at:
roductsupport@group.com
1-800-975-4006
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