PowerPoint® for
Public Safety™

From Basic Design to Video Capture
Applications and Strategies for
Public Safety Personnel

PowerPoint® for Public Safety™ was specifically designed for personnel tasked
with making and presenting information about the operations and processes of
public safety. Within this manual are the best practices which will allow personnel
to more efficiently create more effective presentations.
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Animation Case Study - Vehicle

Adding a Soundtrack

Record NarratioN......eees

911 Recording and Text

Keyboard Shortcuts.......eeeenn:

Master Slides....orrnenerseessenne

Templates....oreerssnneeens

POLICE TECHNICAL NATIONAL COURSES
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Good morning and thank you for attending this POLICE TECHNICAL course.

My name is Thomas M. Manson, founder of PoLICE TECHNICAL, the company which is presenting this technical training
course. Today you will be an attendee in a course which POLICE TECHNICAL and your instructor have been preparing for
many months, and, truthfully, have been preparing for many years.

Pouice TECHNICAL has worked for several months to make your class today a reality. Each year we receive training
requests from agencies across the country, and every successful class is the culmination of 4-6 months of coordination,
marketing, and logistics. A May or June class likely began with a training request from the previous year.

Your instructor has also worked for many years preparing to teach this class. In addition to several years of law
enforcement experience, many dedicated to the subject of your class; he or she has completed a lengthy process with

PoLICE TECHNICAL to become one of our instructors. This process involves a documented hiring process, a thorough
background investigation, a detailed instructor and materials development process, and a continuing program of
mentorship.

PoLICE TECHNICAL and our instructors work hard to provide superior quality training for law enforcement in computer
applications, online investigations, and forensics. | can tell you without hesitation, “Your course today will be one of the
best you have ever had in this subject, and your instructor is one of the best in the field of law enforcement”.

| know you’ll find this class valuable, but if ever want to talk with me about your experience, or if you would like to talk
about bringing a POLICE TECHNICAL training course to your agency or department | would happily speak with you.

Enjoy your class, and thank you again for attending this POLICE TECHNICAL course.
Respectfully,
Thomas M. Manson

PoLICE TECHNICAL
812-232-4200 | www.policetechnical.com | info@ policetechnical.com

In 2004 PoLIce TECHNICAL LLC was establish to further professionalize the law enforcement training process created by
Thomas M. Manson.

In 2007 PoLICE TECHNICAL was recognized as a Sole Source Provider by federal law enforcement agencies, offering a level
of training unavailable from any other source. POLICE TECHNICAL incorporated in 2009 to provide a suitable structure to
expand business operations.

In 2010, PoLICE TECHNICAL scheduled more than 50 national training courses (primarily PowerPoint® for Public Safety™).

In 2012, s new classes were developed and being taught by 6 additional instructors.
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To review the concepts which make a successful presentation

To provide a basic understanding of PowerPoint®

To provide the knowledge, skills, and materials to master PowerPoint®
To provide a detailed analysis of custom animation

To provide the knowledge to capture objects for use in PowerPoint®
To provide information about saving and presenting presentations

To facilitate communication among attendees and agencies

O N U A WNPE

To improve training through better communication and technology

1. Presentations Skills

2. Preparation

3. Practice

1. Who is my audience?

2. What do | want them to Know, Do or Believe?

3. What is the most effective way to accomplish my goal?

When is it too much?

PowerPoint® for Public Safety™ by Thomas Manson | POLICE TECHNICALO 2012



Starting PowerPoint®

The First Slides
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Faster Development
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Slides { Qutline

1

2| |pets
. From the outline tab, place
» Dog il your cursor in front of the first
* Shep word in the outline and
: sz; promote it using Shift+Tab.
» Cat Repeat this process on the
» Calico remaining main points.
= Tabby
* Siamese .
< Note: Delete the first blank
- Fish slide.
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Paragraph M

Shift+Tab = Promote

Tab = Demote
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| Document Viewy Showde Toom Wingow Mucroe
XML is a programming language
Freamsin-Service . .
which allows programs to interact
Introduction . .
more efficiently.
Instructor
Importance of Traning . .
sy In WORD® create a simple outline.
Safety
ey i I Then apply headings from the Home
OWd Quaitying Course tab, Styles section.
New Qualfying Course
Wha Must Quaity 8nd When Heading 1 - will turn into Slide titles
Clearing Weapons Heading 2 - will turn into bullets
who Heading 3 - will turn into sub points
Where
Whenand How
Concusion
Pagei2 a8 | wente 41 1 |
AaBchD(f AaBbCcDc  AaBbCi AaBbCc AaB daBbCc. %
i Normal | 7 No Spaci...  Headingl | Heading 2 Title Subtitle Change

Styles

Firearms In-ServioeI
Introduction

“Firearms In-Service” has been
formatted with Heading 1.

Instructor

Importance of Training
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aabcca AAD - %

AaBbCc

AaBbCcDc AaBbCcDc AaBbCi

TNormal T MNo Spaci.. Heading1l | Heading2 || Heading3 Title = g?ya'nge
s

Styles I} P

Firearms In-Service “Instructor and Importance of

Training” has been formatted with
5 Heading 2.
Introduction
Instructor

Importance of Training

Firearms In-Service This outline has been completely
formatted with Headings.

Introduction
Instructor Save the document as a 2007 WORD®

st g document; with the .docx extension.

History

Safety

Courses of Fire
0Old Qualifying Course
New Qualifying Course

Who Must Qualify and When

Clearing Weapons
Who
Where

When and How

Conclusion
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Save 3 copy of the document
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Word Template &
Save the document a8 4 template that can
be used to format future documents

Word 97-2003 Document

Save 3 copy of the document that i Tully
compabbie with Word 97.2003,

Learn about 333-03 1o save to other
formats such ai POF o XPS

Other Formaty
Open the Save A1 dislog Box to select from
i paasible file types.

M
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W Computer
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b My Google Gadgets
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Type

Templates
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’ Public

*I‘ Computer

More »

‘l Netucek
-

File name:  Fireaoms In Senicd docr

Save a2 type: |Word Document {*doc)

Authors: Thomas M. Menson

[M1Sove Thumbnad

b Togs A

command.

Once the document is saved as a
WORD® 2007 or .docx file, close it.
Next, open PowerPoint® and open the
document using the Open file

PowerPoint® typically tries to open
its own file types exclusively. Make
sure “All Files” are selected to be

- PowerPoint XML Presentations (" xmi)
PowerPoint Templates (" potx:" pot;” potm)
All Web Pages (" htm * html.* mht.” mhtml)
Office Themes (" thmx)

All Outines ("bd." #f * doc:" wpd " docx.” docm;” wps)

PowarPont Add-ns (" ppam * ppa)

IHUN LU auu LIL

ppbe;” pot:* pptm;* PO, “ pps:” ppsm;” pob;” pot:” potm) F--
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Selected the appropriate WORD® file,
Type .
] and click Open.
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Recent Places 101 kB

Desktop = PowerPont2007Manual.docx
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Computer .
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The Headings within the document
will show in PowerPoint.

Firearms In-Service

Heading 1 creates a new slide its text
as the title.

* Click to add text

Heading 2 creates a bullet below the
previous Heading 1.

A new Heading 1 creates a new slide.

O b 0 s

Note: Normal text, or unformatted
text will not be imported into
PowerPoint®.
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) A Table of Contents can easily be
o Bl oo added to a WORD® document with
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L) Remove Table of Contents
= nEs=S R B E once a style is selected.
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: 5 - 2 Update Table...|

— Right clicking a Table of Contents allows for the entire
Introduction
" table to be updated or the page numbers only. Page
impartance of Training numbers are automatically figured regardless of
History whether or not the document has numbers on the
e actual pages. Pressing F9 will also update the table.
Courses of Fire
Oid Quaidying Course ]
Ve Quadfyng Cour s *| | Update Table of Contents LX)
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Ciesring Wee pons 12 Word is updating the table of contents. Select one of
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available for download.
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Using PowerPoint®

o T e
_ﬂ ===
Album Content
5 ; ; ) The Photo Album feature
Insert picture from: Pictures in album: Preview: . . . .
quickly inserts multiple images
from a single directory (ie
Insert text: camera, folder, or other
New Text Box source).
No preview is available for
Picture Options: selection o is selected. all
[ caticen Ficlow AUl plcties . nce a source is selected, a
1AL ictores b kcand white images can be chosen for
insertion.
‘ B | Remo»e Sh
Album Layout
Picture layout: [Fit to slide E}] !4
Frame shape! IRectangle B
Theme I ] [ Browse... ‘
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Photo Album 1 I e

| Album Content
Insert picture from:

Insert text:
New Text Box

Picture Options:
[¥]iCaptions below ALL pictures:
ALL pictures black and white

s

Pictures in album:

; - Dock -
|5 Forest

E 6 Forest Flowers

(7 Frangipani Flower|
{ 3 Garden

|9 Green Sea Turtle
BU] Humpback Whale |~
(11 Oryx Antelope |~
E 12 Toco Toucan

(13 Tree

13 wWaterfal

Selected images are shown ina
preview window and can be
adjusted using rotation,

contrast, and brightness.

Album Layout provides

Album Layout

Picture layout: 1 1 picture

Frame shape: iRectangle

Theme: ‘

= framing options - including the
REYN number of images per slide
and borders.

'Tl ) S ey ) M
S J e ©
A& few "B Crins
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LA S SIS ROFOR I OE 1R
L 2R () (3 [T 15 I LY

Callouts

[ @O 3. A4 d3 A8 A dis 4 A
c+ A0 AD dd

Action Buttons

(=] (=[] 1] [ [@ [wo] [=] [B] (] (2] ]

A variety of shapes can be
added to any slide.

Shapes can be formatted by
right clicking on a shape and
selecting the option for Format
Shape....

Calibrif~18 ~ A" A" -2~ F
B 7 i= :

il
Il
b

Cut |
Simple shape changes (shade

and border) can be affected
using the pop-up menu.

Copy

Paste
Edit Text

Sraup Right clicking on a shape
Bring to Front| allows access to the Format

Send to Back Shape menu.

® oF &5 R Bl o<

Hyperlink...

Save as Picture...

Set as Default Shape L

o=
=

Size and Position...

|~ Format Shape... (4
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Al Line Color
- : " @' o line
LUne Style @ Sold ine
Shadow ) Gradient ine
30 Format Coler: [
30 Rotation Trarsparency: [} 0% B
Picture
TextBox
Format Shape options

o Shadow
s | |
| o
30 Format r R D [—E:j
30 Rotation | | = U [ 121
Picture Br: U [ 2
Text Box Angle: @ B

Dstance: B} [ H
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3-D Rotation

Presets: i lv
h——

X 0° _F?:

¥ O

z (3

Perspective: IO‘ —:—- _Q_!

Text
] xeep text flat
Obs i

Reset

Format Shape options

Text Box

Picture

Recolor:

Bnghtness:

Contrast:

Reset piclre

coges

Autofit

© Do not Autofit

1 Shrink text on overflow

) Resize shape to fit text
Internal margin

Left: 01" _1—:-_] Top: 0.05"

Roht:  0.0° & pottom: 0.05° 1

V] virap text in shape
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Multiple shapes can be
“grouped” to make a unique
object.

The new “object” can then be
animated as a single object -
such as the car example here.

# Cut
42  Copy
& Paste
o -
B Grow » |18l Group
® <3, Bringto Front e b
)
4y, sendto Back I
2
|
& Save as Plcture...
— 31 size and Position...
5 ? = % Faormat Object.,,
N < e
Fermat
¢ s | Il Tew Ourection - OUOOaND [, || j 0% Shage F -
A o 7 RS - = i ~ — 3
~ L aagn Text @ﬂﬂu Nz MMM“ 12 Shase Outing * ' ‘..::‘.:u.ﬂ!-ln.lom - _i-,‘ | l,:vmun N
Ll P comettosmatan - IO AL ‘wi e« =F Shape Eftects = il e et + SR Nl S G St Outine s € Srplac +
Parage "A f Q"'— ““““ e - Pieometretowtit s IO ATTL * 770 ggy- o tipetmem < | Setent »
. _Bemen - Crawemy e oy
© & Bongto Froee Tebectize iz Vitany
. 2 SemateBagk Sheses on e Sde:
G [ ——, ) i Teng Forwars Petiorge 2
i = 4 sena Backwand 5 i)
Rectarge <
Group Obyects
b Rectrgle 1
;.‘: Snip Deganal Comer Aactangle 37
;5: S0 Dagondl Cany Recnge %
% Degonal Comwr Ascterge 32
. 50 Diagarwl Comer Ractangie 24
I‘;- Agn ’ Rpnded Rectarge W
<A | Fatate 2 Streight Corvwcxe 12
?‘f h&ng—_u, Svaght Convecnn 8
T ihe Seiect . S arvd Rourd Snge Comer Rectargle 1Y
Belect indaidual abjects and v el Anund Sngle Camar Ractangle 3%
rhange {her arder and visiildy
- S0 v Asund Sngie Comer Recange IS
5w and Round Snge Comer Rectargie 3¢
Flowdwt: Saoeed Dt 23
Powdrts Saveed o 0
Sreght Cormeetse 17
Trageaod 34
¢ - W
m

The Selection Pane is found at
the bottom of the Arrange
drop-down menu.

Objects on the screen can be
“selected” and made “invisible”
based on selections here.
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Design Themes

Home Ineert Oeign | Asimabond Shde Show Review View

—~| L_lj 'Aa Aa n— Aa ‘
Page  Side As L e |

Setup  Omientatian *
Page Setup

m Ez ‘.\a ] Aa i’:‘i- Aa . g;:::: M Backgreuna Stytes +
B ICE mesnss I wesne e = f_-]'m""'

Themes

Firearms In-Service

Introduction

» Insmracton

- Jmparaace of Tatekg

| —

History

3

|ﬂcmon- o

Custom

m mm oEm
. EEmEmC
Buslt-In

" EmEEEmn
B CaEEE
B EEEEs
B TmmEED
a EEEEEE
a EmEEEE
» mmEEET
ECWDoEED
B TmECEE
B Em EEE
A DEEEEE
a EEECEE
'm mmmoE
m om0 Em
B EooaEs
N Emm
B ETEEEE
B TEEEEE

<)) Background Styles ~

Colorful
ate

Office
Grayscale
Apex
Aspect
Cwic
Concourse
Equity
Flow
Foundry
Median
Metro
Module
Opulent
Oriel
Origin
Paper
Solstice
Technic
Trek

Create New Theme Colors...

&l Format Background...
L | Reset Slide Background

A

o

Design Themes are available
from the Design tab.

A variety of stock Design
Themes are available from the
basic program, additional
themes are downloadable.

Colors and backgrounds are
among the changes users may
select to alter Design Themes.

Users may also create and save
their own unique Design
Themes.

Background style changes are
more subtle than changing an
entire Design Theme.
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Saving and Publish

Open

Save

Save As | » ‘
Print >
Prepare »

Send >

v

Publish

D Ue Ndh ALY O

Close

Save a copy of the document
(F‘cq. & PowerPoint Presentation

Save the presentation in the default file
format.

PowerPoint Show L\\)

Save as a presentation that always opens in
Slide Show view.

PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

Find add-ins for other file formats

Learn about add-ins to save to other
formats such as PDF or XPS,

Other Formats

Open the Save As dialog box to select from
all possible file types.

Wl Recent Places

Desktop

M Computer
Documents
Pictures

More »

Folders A

[[j PowerPoint Options ] [X Exit PowerPoint

o See TS

Date modified Type

J. BORTAC

J. Dan Raff Accident Reconstruction
). Dell WebCam Central

| Documents

L [Tems

4. Micro Camera
. My Google Gadgets
My Stationery

| L OneNote Notebooks

X T rearms In-Service. ppty

Save as type: lPoquoim Presentation (".pptx)

Authors: Thomas M. Manson

#. Hide Folders

Tegs Add atag

Toolsv[sm][cmed]

A presentation may be saved
using the Microsoft button in
the upper left hand corner,
then Save As...

The first option is a
PowerPoint Presentation.

Opening this file will open the
“development” mode of
PowerPoint®. All slides will
be shown in addition to the
standard toolbars of the
program.

=

Firearm.pptx
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Open

Save

Save As |

AL OO

Print

g

Prepare

Send

el N

K

Publish

Close

4

Save a copy of the document

(fa j PowerPoint Presentation

Save the presentation in the default file
format.

&y > PowerPoint Show
‘ —— | Save as a presentation that always opens in

Slide Show view.

& PowerPoint 97-2003 Presentation

— | Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

Learn about add-ins to save to other
formats such as PDF or XPS.

] Find add-ins for other file formats

—J| Other Formats
> Open the Save As dialog box to select from

all possible file types.

s

A presentation may be saved
using the Microsoft button in
the upper left hand corner,
then Save As...

The second option is a
PowerPoint Show.

Opening this file will
immediately open the first
slide of the presentation full
screen. The “Development
mode” of PowerPoint® will
not be shown.

[;Q PowerPoint Options ] [X Exit PowerPoint ]

Favorite Links
p Music

| [ Pictures

§ Public

% Recently Changed
I Sesrches

More »

Folders

A

n Thomas Manson

. Publc

- Computer
& Network

. 100CANON File Folder
I JADLEST File Folder

.. POTECH File Folder
L. PowerPoint 2007 Project File Folder
| n

File name: m

Save as type: IPmPomt Show (".ppsx)

Authors: Thomas M, Manson Tags: Add atag

* Hide Folders

Tools v [_Save ] [ Concel |

Firearm.ppsx

PowerPoint® for Public Safety™ by Thomas Manson | POLICE TECHNICALO 2012




New Save a copy of the document
[ e A presentation may be saved
~ | = | Save the presentation in the default file . . .
/7 Qpen Format. using the Microsoft button in
PowerPoint Show the upper left hand corner,
| I Save Save as a presentation that always opens in then Save As...
= Slide Show view,
— PowerPoint 97-2003 Presentation The third option is a
‘ M Save As | ¥ Save a copy of the presentation that is fully PowerPoint 97-2003
compatible with PowerPoint 97-2003. .
: h Presentation.
@ Print » \ Find add-ins for other file formats
(™ :e Learn about add-ins to save to other . .
s formats such as PDF or XPS. Saving a PowerPoint® 2007
\%7| Prepare » | j==g Other Formats presentation in this manner
M; Open the Save As dialog box to select from will “flatten” or degrade all
- all possible file types. : .
3 Send c graphics created using 2007
tools. Changes will be
M indicated by the Compatibility
2./ Publish »
% Checker.
N .
Close Note: Users should retain a
PowerPoint® 2007 copy for
[C.] PowerPoint Options ] [X Exit PowerPoint ] future editing of any
’ tation d ded int
— resentation downgraded into
. : e p
Microsoft Office PowerPoint Compahbnhty_ Checker Rl X a PowerPoint® 97-2003 file.
The following features in this presentation are not supported by earlier
versions of PowerPoint. These features may be lost or degraded when you
e save this presentation in an earlier file format. Click Continue to save the

presentation anyway. To retain all of your features dick Cancel and save in

one of the new file formats.
Summary Number of occurrences
The shape and any text in it cannot be edited when using earlier 7 [&

versions of PowerPoint. (Slide 1, 2, 3,4, 5,6, 7) Hel

s

Check compatibility when saving in PowerPoint 97-2003 formats.
E Continue [ Cancel
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Favorite Links

B Music

‘ Pictures

) Public

% Recently Changed
B Searches

More »

Folders A

File name:

Date modified
. 100CANCN
4. IADLEST
4. POTECH
1. PowerPoint 2007 Project
. Presentations
. Sidewalk
b Swain

Save as type: [PmPomt 97-2003 Presentation ("-ppt)

Authors: Thomas M, Manson Tags: Add atag

& Hide Folders

Tools v [ _Save | [ Cancel |

Firearm.ppt

File name:

Firearm.pptx

Save as type: | PowerPoint Prese

Authors:

PowerPoint 97-2003 Presentation (*.ppt)

'PowerPoint Template (*.potx)

‘4 Hide Folders

PowerPoint Macro-Enabled Template (*.potm)

PowerPoint 97-2003 Template (*.pot)
Office Theme (*.thmx)

PowerPoint Show (*.ppsx)

PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-In (*.ppam)

'PowerPoint 97-2003 Add-In (*.ppa)
'PowerPoint XML Presentation (*.xml)

Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)

GIF Graphics Interchange Format (*.gif)
JPEG File Interchange Format (*.jpg)

PNG Portable Network Graphics Format (*.png)

TIFF Tag Image File Format (*.tif)
Device Independent Bitmap (*.bmp)
Windows Metafile (*.wmf)
Enhanced Windows Metafile (*.emf)
Outline/RTF (*.rtf)

PowerPoint Macro-Enabled Presentation (*.pptm)

Numerous other file extensions
are supported for saving a
presentation including:
Templates, Office Themes, XML
presentations, and several
graphics files.

PowerPoint® for Public Safety™ by Thomas Manson | POLICE TECHNICALO 2012




)

Distribute the document to other people

). Lo
g

4 & Package for CD
7 + Copy the presentation and media links to a Package for CD creates a folder
/ Open ~ folder that can be burned to a CD. . g
— - J} which includes:
ﬁ—' > Create Handouts in Microsoft Office Wor L.
Wi -
Save @EJ Open the presentation in Word and 1. The Orlglr-lal
= prepare custom handout pages. presentation
-1/ ) Document Management Server 2. Alllinked files
SaveAs » | 12 Share the presentation by saving it to a (including videos, and

document management server. other presentations)

print  » | [@» Create Document Workspace 3. The PowerPoint®

> o Create a new site for the presentation and : .

keep the local copy synchronized. viewer, which allows
the presentation to be

run without a full

installation of

EET

"{(:J‘

Prepare »

1
|

= =
d L4 .

Lﬂ send PowerPoint®.

j / Publish >
L
Close
[ L°.] PowerPoint Options ] [X Exit PowerPoint
Package for CD Gl X
G Copy presentations to a CD that will play on computers After naming the “CD” the
) ;L;rx\gg(;:ﬁrosoft Windows 2000 or later, even without presentation can be:

1. Copied to a folder or

Name the CD: ;Firearms Package 2. Copied toa CD,

Files to be copied:

Linked files and the PowerPoint Viewer are 5
included by default. To change this, dick Options.

[CopythDJ[ Close ]
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Copofoer I v

Copy files to a new folder with a name and location you specify.
Folder name: iFirearms Package| |

Location: [C \Users\Thomas Manson\Documents\l [

[ ok

Package type
@ Viewer Package (update fie formats to run in PowerPoint Viewer)
Select how presentations will play in the viewer:

) Archive Package (do not update fie formats)

Indude these fies
(These files will not display in the Files to be copied ist)
] uinked fies
[ Embedded TrueType fonts

Enhance security and privacy
Password to gpen each presentation:

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

(o J[ canca |

Date modified Type

Favorite Links

Copy to Folder options

Package type
@ Viewer Package (update fie formats to run in PowerPoint Viewer)
Sdecthowpresentaw\swlplayhﬂ\eme

Play d presmtalions autnmatxdy In me speclﬂed order E]

‘ Play only the frst presentabon automahcalv -
dLet the user select which presentation to view

IQJl.‘medﬁa

|| Embeddad TrueType fonts

Enhance security and privacy

Password to open each presentation:

Password to modify each presentation:

[ ) Inspect presentations for inappropriate or private information
ok J[ concs |

' (B AUTORUNINF 12/30/2008 1195 ...

Setup Information

E Documents
‘; Pictures

B Musc

More »

12/30/2008 1105 ...
10/26/2006 1:03 PM
12/30/2008 1105 ...
1/20/2008 9:24 PM
1/20/2008 9:24 PM
1/20/2008 9:24 PM
8/7/2008 5:28 PM
12/30/2008 1105 ...
12/30/2008 11405 ...
8/28/2007 11:33 PM
10/26/2006 6:49 PM
10/26/2006 6:52 PM
8/24/2006 9:01 AM
10/26/2006 7:12 PM

‘ Qfmrm.ppt
% INTLDATEDLL
. microsoft.veB0.crt.ma..
[% msvem80,dif
% msvcpB0.dil
(% MSVCRS0.dlI
% OGL.DLL
[ play.bat
L pleylist bt
& PPTVIEW.EXE
|__ pptview.exe.manifest
1% PPVWINTL.OLL

MANIFEST File

Folders

M Desktop
l Thomas Manson
L. Public
™ Computer
& Network
Control Panel
& Recycle Bin
4. 100CANON

Al e -

Application
MANIFEST File

£ _PVREADMEHTM
% SAEXT.DLL

Application Extens...
Application Extens...
Application Extens...
Application Extens...
Windows Batch File
Text Document

Microsoft Office P...
Application Extens...

Files included the Package to
CD feature.

Application Extens...
HTML Decument
Application Extens...

) 15 items
>
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[Toolsg\:][ Save ] [ Cancel ]
i N :
Map Network Drive... —
Save Options...

General Options...
~~~~~~~ Web Options...

Compress Pictures...

(e

General Options

File encryption settings for this document

Password to open: h

File sharing settings for this document
Password to modify: '

Privacy options

Macro security

[]Remove automatically created personal information from this file on save

Adjust the security level for opening files that might
contain macro viruses, and specify the names of

[ Macro Security... ]

Security can be enabled from
the Save As... window by
selecting Tools, General
Options....

Two level of security include:
Password to open
Password to Modify

Personal information (such as
name and “company”
information of the developer
can be removed upon saving.

trusted macro developers.
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Printing Presentations

Yo

D PR Preview and print the document
Print
~ ‘Select a printer, number of copies, and [
.7 Qpen other printing options before printing. b
l I Save Send the presentation directly to the
default printer without making changes.

~— Print Preview
& SaveAs ¥ Preview and make changes to pages before

printing.
2
Print >
% Prepare »
Send »

f&g’ Publish »
{_'j\ Close

—

| £ Powerpoint Options || X Ext PowerPoint |

. —— ceme
b

Printer
[fame: E Microsoft XPS Document Writer B
Status: Ide
Type: Microsoft XPS Document Writer JFiod Printer v
Where:  XPSPort:
Comment: [ Print to file
Print range Copies
o al 7 Current slide Selection Nuvter of copies:
Custom Show: | - .; 11 '_::
© sides: | j 'El 11
mﬁ?wmhﬂ&rmmw. l l
1,3,5-
V| Colate
Print what: Handouts
Color fgrayscale: P order: ® Horizontal ) vertical s
Color (=]
"iScale to fit paper ([ print hidden sides
|| Frame ides I righ guality
Print comments and mk markap
_Preven | o ) [ cona ]
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Hyperlinking

1. PowerPoint® “sees” nearly everything on a slide as an “object”
a. Thisincludes: Text boxes, pictures, clip art, et cetera.

2. Any object can have an action setting or hyperlinks applied to it.

3. To apply an action setting the object must be selected (e.g. have grab bars appearing)

4. Have a legitimate reason for using action settings

5. Make action setting simple

Recentiy Used Shapes 3
BEFE\\NOCOALL

2L G %N

Lines

NN BTSRRI G R
Rectangles
Cooabonao

Basic Shapes
BEoANIACQOOO®O®
@GLOUOr Lo a
= [OIOLa I DAVELNE o (@ R
Q55 G NS

Block Arrows

2O CQTPELPR IS
'{‘; ::3 W "1’> ‘-> 2> L:: [J_L] :‘1_] l:_ﬁ
X412

Equation Shapes

F=R==ERA

Flowchart
Oo<cOnbilfaeoay
ODCIN®D X ¢ AVED
QEOE

Stars and Banners
RSl S S S ROROEORORS R
L2LREM TN

Callouts

DD amad@AsAd JE
C . ADAD g0

Action Buttons

ﬁﬂﬂﬂ@@ﬂ@%@ﬂﬂ{

Action Buttons
||| =] = S | ®| (o] 1= [ Ca) |25 | 2 B

Accident Case Review

Presented by
<|nsert Officer Name Here >
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QAE@SZ@ & 4

Header WordAst Date
& Footer

MGL

[ et Slede

) Run program:

I

Run maco:

l

Chject action:

l

[ play sound:

[0 Sound]

[CIHighiight gick

"_vperlnkb

[t Sicde

) Run program:

l

] ’ Browse...

Run maco:

l

Cbjact action:

[ Play sound:

[0 Sound]

[ Highlight when mouse over

Other PowerPoint Presentation..
QOther File...
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[
© 1Custom Show...

| Other PowerPoint Presentation...
Other File...

Object action:

l

Play sound:
[[No Sound]
Highlight click

Other File...
Object action:
[T Play sound: I :
R FyperinkTo URL el
[ Highlight dlick URL:
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Mouse Click | Mouse Qver

Action on dick
(© None
@ Hyperlink to:

Next Slide

() {End Show
Custom Show...
Slide...

URL

Object action:

Play sound:

l [No Sound]

Highlight dlick

' ‘ Organize v @=8 Views
‘ ~ soo -

| Favorite Links

Recent Places
Desktop
Computer
Documents
Music

| Pictures
Public
Recently Changed

Searches

Folders

B New Folder

Name Date modified Type

"iﬁ Methamphetamine.pps

ﬁWhitneyReis_geographic.pps
ﬁWhitneyReis_timeline.pps
ﬁWSIN_MoneyLaundering.pps
@WSIN_MoneyLaundering.ppt
) WSIN_TimelineCellTowers.ppt

s

. Methamphetamine pps v [AI PowerPoint Presentations v]

Tools v [ oK ][Cmce;l]v
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Action Setti
A on Settings

Mouse Click | Mouse Qver

Action on dick
() None
@ Hyperlink to:

Next Slide

() {End Show
Custom Show...
Slide...

URL...

Object action:

l

Play sound:

[[No Sound]

Highlight dlick

@ Run program:

‘ C:\Program Files\WebcamDell.exe]

ZC

v~ B New Folder
Name

| Swain

@ fshot9513.exe

Favorite Links

Recent Places

(e 1 B

File Folder
Application

Desktop {2 Revenue 2008(1).xls

Microsoft Office E...

Computer & Firearm.ppt

Firearm.pptx
SetTransColor.pptx
Firearm.ppsx

Police Technical.doc
@ Firearms In Service.docx
@_] Pets.docx

@ Police Technical.docx

Documents
Music
) Pictures
Public
Recently Changed

Searches

Microsoft Office P...
Microsoft Office P...
Microsoft Office P...
Microsoft Office P...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...

Folders ~

N

I |

g

File name: Revenue 2008{1)xds

Tools [

v | AlFies ()

OK
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lNext Slide E]
(©) Run program:

I ] { Browse... ]

Run macro:

I

Object action:

[ -
[¥]Play sound:

|Next Slide E]
(© Run program:

I ] [ Browse.., ]

Run macro;

I -]

Object action:
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QL4300 0wW &

Hyperlink Action Text Header WordAst Date  Slide Symbol Object  Movie Sound

Box & Footer - & Time Number
Links Test

Media Cligs

Edit Hyperink
Link to: Text to display: !<<Selectxon in Document>>
Select a place in this document: Slide preview:
Existing File or - First Slide ~
Wei Poge - Last Slide P
- Next Slide

- Previous Slide
Place in This - Slide Titles

R g Fiearms In-Service INRES
— 1% - 2. Introduction
3 - 3. History
Create New -4, Safety
todemen) - 5. Courses of Fire
- 6. Clearing Weapons
- 7. Conclusion >

E-mail Address

Set Hyperlink ScreenTip Ai R el X

Firearms In-Service
Prasantad by
Thomas M. Manson

[ ] show and return

Remove Link

ScreenTip text:

iSquad Car N ‘

Note: Custom Sa'eeﬁ ips are supported in Microsoft® Internet
Explorer® version 4 or later.

ok || concel |
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1. Create your presentations

a. Gather them in one location (not required, but helpful)
2. Create another presentation with a single slide

a. This will become your Splash Screen®
3. Place a variety of shapes on the slide to serve as anchors

a. Use shapes (with text) instead of Text Boxes

b. Include additional shapes for future expansion
4. Apply action settings to each shape

a. Hyperlink to “Other PowerPoint® Presentation...”
5. Modify shape color and text

a. Two lines of at least ten characters are a good guide
6. Save Splash Screen as a PowerPoint® show file (.ppsx)

Splash Screen
P =N

Presentation1 Presentation|2 Presentation 3

Presentation 5

Presentation 6

Presentation 4 /

Clicking the Splash Screen icon (XXXXX.ppsx) will activate the slide show.

Clicking on a “hyperlinked” shape will cause that presentation to open.

A presentation will close after its last slide (or with the ESC key) returning to the Splash Screen®
Use of the ALT+TAB key will facilitate moving between presentations

The Splash Screen® will close with the ESC key returning the user to the desktop.

vk wn e
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A different type of Splash Screen® the Timeline is a self-contained presentation that links to itself. In the example below
the entire presentation is merely 5 slides long.
1. Create slides representing each moment of time
a. This process is greatly aided with Microsoft Word©
b. Timelines can be of any period. Fractions of seconds to years.
2. Onany slide use lines or shapes to represent the timeline
Place a variety of shapes near the timeline to serve as anchors, or use the timeline itself
a. One shape for each moment in time
b. Callout boxes work nicely, Line Callout 2
c. Text boxes can be added to enhance understanding
d. Terminators at opposite ends of the timeline help define the scale
4. Apply action settings to each shape
a. Hyperlink to “Slide...”
5. Copy “hyperlinked” timeline to each slide
6. Modify shape color of timeline anchor on its corresponding slide
a. This helps the audience understand which moment on the timeline is being discussed
7. A “Home” text box, linked to the first slide, placed on the Master slide, will assist with navigation
8. Save file as a PowerPoint® show file (.ppsx)

Timeline

L

Moment Moment 2 Moment 3 ™~ Moment 4

I 30 W 8 1 i N § 3] = - =}

Clicking the Splash Screen icon (XXXXX.ppsx) will activate the slide show, i.e. the timeline.
Clicking on a “hyperlinked” shape will cause that slide to open.
3. A presentation will close after its last slide or at any time with the ESC key
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| Custom Animation
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“Good, Fast, Cheap...Pick Two.” Guiding Principle of Custom Development

To create custom animations in PowerPoint® you need four things in place:
1. A clear understanding of the process you wish to animate
a. If you can verbally describe it can likely be animated in PowerPoint®
2. Aclear understanding of the PowerPoint® custom animation principles
a. Understanding what PowerPoint® can and cannot do defines the project
3. Time
a. The importance of the project and its frequency of use should determine how much time is devoted to a
custom animation
b. If an animation will be used in the academy for the next 5 years it warrant spending 24 hours to perfect
it; likewise a onetime use for an important court case.
4. Patience
a. Animation will try the patience of most first time developers

The following three steps make developing animations in PowerPoint® more effective and time efficient:
1. Talk out the process
a. With someone equally knowledgeable on the topic
b. Talk it out, out loud
2. Sketch out the process
a. Using paper and pen
b. Draw out the process as you understand it
i. Story board
ii. Singleimage
c. Use stick figures and simple shapes
Label major components
Note: If you cannot draw the animation, you should question if custom animation is the best option for
the project. Video or pictures may be more effectively and quicker.
3. Begin development in PowerPoint®
a. Resist the urge to skip steps 1 and 2.
b. The sketch is actually an outline which if created and used will
i. Greatly speed development
ii. Increase accuracy of the final project
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| @ How do you want the sound to start in the slide show?
[» Show Help >> ]

SNt iii.xl-',a..‘t—ln =

[y Change ~| % Remove | Effect | Taing | Sound Settings |
Start playing
=E @ From begiving
Start: [ © After Previous @ From jast position
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 Effect Options...
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Play options

Sound volume:
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Total playing time: 04:06
Fie: C:\...Music\Sample Music\Amanda.wma
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Presentation2 - Microsoft PowerPoint non-commercial use
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Beginning Current Slide * Slide Show = | Slide Show Slide ¥ Use Rehearsed Timings Use Presenter View
Start Stide Show 3 Set Up Monitors
| current recording quality I oK 'J&
Quality: [untitled] R
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[ Change Quality... ]
Tip
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The process for combining an audio tape with a transcript is
1. Obtain a digital copy of the recording (.wav, .mp3)
2. Obtain a digital copy of the transcript of the recording. (Microsoft Word®)
3. Create a presentation from the transcript with no more than a few paragraphs per slides.
4. Insert the audio file onto the first slide
a. Select to play automatically
5. Make sound play for entire presentation
a. Either from Ribbon - Options Tab - “Play across slides”
b. Custom Animation — Effects - Stop playing after XX of slides
6. Rehearse Timings from the Slide Show tab
a. Advance to the next as the transcript is “read” using the space bar
7. F5 to test; save as ppsx.
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CTRL+Z Undo
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CTRL+X Cut

CTRL+C Copy

CTRL+V Paste

CTRL+M New Slide
CTRL+N New Presentation
CTRL+O Open dialog box
CTRL+S Save

CTRL+D Duplicate
CTRL+R Right justify text
CTRL+L Left justify text
CTRL+E Center text
CTRL+A Select all
CTRL+P Print dialog box

PowerPoint® 2007 Only
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Slide Show Help
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POLICE TECHNICAL NATIONAL COURSES

Cell Phone Investigations™ by aaron Edens

Data from cell phones. Simply the most comprehensive course on cell phone examination and
investigations. From the handset to the tower to the phone company to the courtroom.

Craigslist Investigations™ by wayne Nichols
Methods and tools for successful Craigslist investigations. Case examples include property related
crimes, drug investigations, prostitution, and enticement of juveniles.

Digital Forensics and Evidence Handling™ by Andrew E Neal

Data from devices. How the process works, how to handle digital evidence, what not to do, how to
win in court, future directions, and building on your own in-house lab.

Excel® for Public Safety™ by Amy kupiszewski

Harnessing the power of Microsoft Excel® to better manage data and improve investigations.
Telephone tolls, financials, arrest stats, fugitive lists and calls for service analyzed with a few clicks.

PowerPoint® for Public Safety""' by Thomas M. Manson

Designed to assist all personnel become more efficient and proficient with PowerPoint®
Faster development, internet videos, E911 audio, Splash Screens® and custom animation.

Social Media Methods™ by poug Nolte

Designed to help departments and their personnel utilize social media effectively to manage their
online presence; a prerequisite for any online investigation.

Visit www.policetechnical.com to view the national training calendar
Note: all national classes are two days in length, $350.00 per person, include manual, certificate of completion,
and access to additional downloadable material (when applicable)

Bring a POLICE TECHNICAL class to your agency
PoLICE TECHNICAL has provided technical training to law enforcement since 1998
In-Service Training

An In-Service is the fastest, most cost effective way to provide technical training to your personnel.
We typically provide 2 days of training for up to 40 people at your facility.
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An optional 3 day of training for most classes offers students more hands-on time with the instructor.
Simplified pricing includes all expenses: Instructor fees, meals, travel, lodging, and training materials.

Contact our office for rates and scheduling:

812.232.4200 or at info@policetechnical.com
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