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The Aspirus PowerPoint Template

1. On the Aspirus microsite “Welcome” page under “Applications & Systems” click on
“Citrix”.
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2. Login using your network username and password.
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3. Select “Apps” and then “All Apps”.

(A) Home
| Apps
[ v I Recents  Favorites View all applications
Favorites
| Microsoft
[ Desktops > Edge
] Files
Desktops
Recents Favorites View all desktops
Files
citrix - @

Select “Intranet’

)

@7 ASPIRUS
Q) Home
Apps
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Eaofitee Favorites
All Apps = ED
] L L L L | e
\ 4
[ Desktops 5 Epic
Aspirus Aspirus Calculator Classroom 1- Classroom 1- Classroom 2- Classroom 2- Classroom 3- Classroom 3-
7 Fi Safety Zone Safety Zone Central Eastern Central Eastern Central Eastern
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) i - Y o~ Y
- = = e > e
Employee Epic Read- Epic Read- Internet
DifGoteey Epic Central Epic Eastern only Ceniral Only Eastern Halogen Healthstream Infor GHR Explorat
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Intranet Kronoe Ki6nos Microsoft OLDTST OLDTST OpenOffice OpenOffice OpenOffice
Edge Central Eastern Calc Impress Writer
o) 0y - - o o (%) it
cifrix ‘@
Qutlagkcon QutiookOn Playground Playground POC Central POC Eastern PolicyStat Jemote Service Now :

This will open the Aspirus Intranet homepage.
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5. Onthe Aspirus Intranet page, select the tab “Documents & Forms” then click on
“Document & Form Library”.

Documents & Forms

Document & Form Library

Long-Term Care Concern Form

Medical Staff Privileges Lookup

Mursing Documents

Mursing Practice Alert

OnBase

Policystat

Provider Recruitment and Retention Manual
Tablecloth & Trifold Request Form

Transfer Documents

Video Visit Playbook

6. On the right side of the page select “Download Template”.

P

PowerPoint Template

Download Template

7. Once downloaded open the file at the bottom of your browser window.

2 Widescreen-Pow....pphx .
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Adding New Slides
1. Under the Home Tab:
a. Select new slide to add a new default slide.
b. Or select the down arrow to pick a different layout.
c. To duplicate a slide, select the slide you wish to duplicate, then click
duplicate selected slides.

File Home Insert Design Transitions Animations slide Show
E"n d 1 Eﬂ & Layout ~
L e (] Reset
Paste New |__ B I U 'g g5 A
- Slide + | [O Section ~ -
Eiipbaid B! Office Theme
1

Title Slide Title and Content 1_Title and
Content

Eoeaorengs Aol e
2 _Title and 3 Title and Section Header
Content Content
2
Two Content Comparison

& Duplicate Selected Slides

El Slides from Cutline...

i Reuse Slides...
3
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Editing Slides

1. Right click on the slide:

a. Select new slide to add a new slide after the selected side.

Select duplicate slides to duplicate the selected slide.
Selected delete slide to delete selected slide.
Select Add Section to sort your slides into separate named sections.
Once you have created a section, you can click and drag slides in and out
of the section.

©ooo o

2

K Cut
(@ Copy
3 I_rﬁEI Paste Options:

(o [

Mew Slide

Duplicate Slide
Delete Slide

Add Section

Layout >

(5 =1 R A

Reset Slide

]

Format Background...

A &

Hide Slide

Link to this Slide

T &

Mew Comment
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Inserting into Slides
1. The insert tab allows you to add many different objects into your slideshow. (Many
objects that can be added can be edited via the shape format tab.)
a. You can add a new slide from this tab, same as done previously.
EIEIFCIEE
New | | Table | Pictures Screenshot Photo | Shapes

Slide > - - - Album + -
Office Theme

Title Slide Title and Content 1_Title and
Content

ned

-
2_Title and 3 Title and Section Header
Content Content

[INE® TasF | izes

Two Content Comparison

=] Duplicate Selected Slides
El Slides from Qutline...

i3 Reuse Slides...

b. You caninsert a table to organize data. You can select the size of table

you will need, or you insert an excel spreadsheet you have already
created.

' i

|| s g

==

Table Pictures Screenshot  Photg
- - - Album

Axd Table

t |
- I
I |
' I [
I |
I |
I T | [
A [ [ [ [

] E Insert Table..,
@ Draw Table

ﬁ Excel Spreadsheet
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c. Toinsert a picture, you can:
i. Insert a photo from your computer files.
ii. Insert a stock photo provided by Microsoft PowerPoint.
iii. Insert photos from online sources.
d. Toinsert a screenshot, select screenshot, and you can select any window
you currently have open that will then be inserted into your slide.
e. Inserting a photo album will automatically create a new slide show with
each photo selected having its own slide.

L
A~
Pictures|Screenshot  Photo

e ~ Album ~

Insert Picture From
FS This Device...
Fdl Stock Images...
F& Online Pictures...

f. There are a few illustrations you can add to your slideshow.

i. To add shapes, select shapes, then select the shape you would like
to add. Then click and drag on the slide to determine shape and
size of the shape.

ii. Toadd icons, select icons, and it will create a pop-up of different
icons you can add. You can select more than one at a time to add
onto the same slide.

iii. To add 3D Models, select 3D Models, and if you have one saved
onto your computer, find it by selecting this device. Otherwise
select stock 3D models and select one.

DY © B (l

Shapes lcons 3D SmartArt Chart
= Models ~

Iustrations
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iv. To add SmartArt, select SmartArt to open the graphic popup.

1. From there, select the kind of graphic you would like.

2. Once you insert the graphic, you will be able edit the
graphic with the SmartArt Design tab.

Choose a SmarthArt Graphic ? x
List L
All
B Lt %E @8 EE
@] Fri =
% Process i |T||;| —
F Cycl =
=i = = mm J -
ihu  Hierarchy =) == 'l =] =
— = = - E
g Relationship
a} — I I -
Matrix = EFEE ==
| = == Hil
é Pyramid C
=2 R Horizontal Picture List
fas] Picture E‘E Er':l{:]'_."_' e-g-o- OG-@- 4 Use to 5Hownon-sequent.\al-:nr grouped 1l
; == = = = I infarmation with an emphasis on related
@ DHfiEro I-—_«J) pictures, The top shapes are designed to
= — — — = contain pictures.
256 [gefk |BES| EED
=] [=] (=] = W |

v. To add a chart, select chart, then select the type of chart you
would like to insert.
1. It will open an excel pop-up to allow you to add the data
for the chart.
2. You can then edit the chart using the chart design tab.

A B C D E F G H &
1 Series1 [Series2  Series3
2 Category 1 43 2.4 2]
3 7 Category 2 25 44 2
| 4 |category3 3.5 1.8 3
5 |Category4 45 2.2 5|
&
7 =
Chart Title
6
5,
a
3 ,
% - . 1
Al Eix E=f NN
0 L i U | |
Category 1 Category 2 Category 3 Category 4
M Series1 M Series2 M Series3
vi. To add a text box, select text box, then click and drag on the slide
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vii. To add a header or footer, select Header & Footer, then choose
what you would like in the pop-up, then hit either apply or apply all
depending on what slides you want the header or footer on.

slide  Motes and Handouts

Include an slide Preview

Date and time

7/20/2021 e

Language: Calendar type: T '
English [United States} » | |Gregorian w
() Fixed

Slide number
Footer

|:| Don't show on title slide

Apply Apply to All Cancel

viii. To add WordArt, select WordArt, then the style of WordArt you
would like. Once you select the style, it will prompt a text box in
that style to appear on the slide, then you can type your desired
text.

ix. You can enter the date and time two ways:

1. If you select date and time without selecting a text box, it
will open to the Header & Footer pop-up, allowing you to
add the date and time to the header.

2. If you select date and time after selecting a text box, it will
open a pop-up to choose the format of the date and time
you would like, then automatically enter it into the selected

text box.
Date And Time ? x
Available formats: Language:
English [United 5tates) w
Tuesday, July 20, 2021 Lalendar type:
20 July 2021 Gregorian ~
July 20, 2021 =
S0_Jul-21 |:| Update Automatically
July 21
Jul-21
7/20/2021 12:21 PM
7/20/2021 12:21:18 PM
12:21
12:21:18
12:21 PM
12:21:18 PM
2021

Cancel Default...
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X. You can enter the slide number two ways:

1. If you select slide number without selecting a text box, it
will open to the Header & Footer pop-up, allowing you to
add the to slide numbers to each slide.

2. Ifyou select a slide number after selecting a text box, it
will add the slide number to that text box.

xi. To insert an object, select object. This will then create a pop-up.

1. You can create a new object to insert, such as an excel
spreadsheet.

2. Oryou can create from file and select a file you already
have saved onto your device.

xii. To insert an equation, select equation and there will be a drop
down of different pre-set equations, or you can create a new
equation.

xiii. To insert a symbol, select a text box or shape, select symbol, and a
pop-up will appear with all the different symbols that are available.

T Q)

Equation Symbol

w

Symbaols

xiv. To add video to your presentation, select video, then select from
this device, stock video, or online video.

xv. To add audio to your presentation, select audio, then select if you
would like to add audio from your computer, or record audio
directly to PowerPoint.

xvi. To add a screen recording, select screen recording, and it will bring
up a small window where you can select the area to record, if you
would like your pointer on the screen, and when to record. This will
then be added to your presentation.

)|

Video | Audio | Screen
v ~ |Recording

i) Audio on My PC...

Becord Audio...
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Designing your Presentation
1. Inthe Design Tab:

a. You can change the theme of the presentation, by selecting the theme
you would like.

3
[ e

. You can change the size of your slides by selecting slide size.
If you select format background, it will give you many options of color,
style, patterns, etc. to fill the background of your slide.

&)

Slide Farmat
Size~ Background

Customize

Lastly, if you select design ideas, PowerPoint will have different options
for designs for that specific slide, depending on what is on the slide itself.

Slide Format
Size v Background

Customize

Design Ideas

i
Design

|deas

Designer

-

.................................
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2. Transitions Tab
a. There are many transitions to choose from in PowerPoint. Select a
transition to see a preview of it on your current slide, then leave it
selected if it is the one you want used on the slide.

Subtle
L] m [ [ [ %]
None Merph Fade Push Wipe Split Reveal Cut Random Bars  Shape Uncover Cover Flash
Exciting

= V| il B B E

Fall Over Drape Curtains Wind Prestige Fracture Crush PeelOff  Page Curl Origami Dissolve  Checkerboa.

i (5] =

Glitter Vortex Shred Switch Flip Gallery Cube. Comb Zoom Random

T

7]
E
:B
&

Dynamic Content

E [« W = [d

Pan Ferris Wheel  Conveyor Rotate Window Omit  Fiy Thiough

b. You can also change how the effect appears on the slide. To do this,
select effect options, then select where you want the transition to start.
i} Sound: IM

Effect ®Duratlon: 01.00
Options ~ F’E‘)ApplyTo All

]

a

From Right

From Top

<

From Left

From Bottom

From Top-Right

From Bottom-Right

From Top-Left

™ ™ (2] [= L
L A AV I <1

From Bottom-Left

c. You can also select to have a sound during a transition, and how long that
sound will play in between slides.

d. Select apply to all to easily apply the transition settings from your current
slide to all slides in your presentation.

e. Lastly, you can decide to either have your slide move to the next by
mouse click, or after a certain amount of time.

'i':]lil Sound: [[Mo Sound] ~ | MAdvance Slide

(©) Duration: 0100 7 ~| On Mouse Click
53 Apply To All After | 00:00.00 ©

Tirniern
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3. Animations Tab
a. Animations are like transitions, but only apply to the text boxes on a
slide. To apply an animation, all you must do is select the one you would

None
None
Entrance
AL A ‘T‘"?’ P v s $
) 4 k W K vt B XY %k O X ®
Appesr Fade Fly In Float In Split Wipe Shape Wheel  Random Bars  Grow & Turn Zoom Swivel Bounce
Emphasis
A SA > A s v B - < o A A SR
o & “ W P ' ¢ k b Y i ¢ ) ¢ ) f i ¢ B g
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten Transparency Object Color  Compleme... Line Calor Fill Color Brush Color Font Color
U7 SBE i1 SA?
= P Y pa
Underline Bold Flash Bold Reveal Wave
Exit
A2 LAl A 3) v <o
3 - A O K K %
% kr % KX It o x A X ® &
Disappear Fade Fly Out Float Out Split Wipe Shape Wheel  Random Bars Shrink & Tu.. Zoom Swivel Bounce
Motion Paths
[~ I O
Lines Arcs Turns Shapes loops  Custom Path

b. You can also add the animation by selecting add animation, then the
animation you would like.

c. You can use the animation pane to change the timing of different
animations, so that the text boxes will appear at different times.

d. You can use the trigger button to choose what will cause the animation
will begin.

i'\—. U= Animation Pane

Add *;?' Trigger
Animation ~ 2

Advanced Animation

e. There are other ways to time out the animations as well, including the
order of and duration of all the animations for a single slide.

[> Start:  On Click ~|| Reorder Animation
@Durﬂtiﬂn: 00.50

@ Delay: 00.00 ~ Move Later
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Reviewing Your Presentation
4. From the Slide Show tab, you can rehearse your presentation, and view how it will
appear to others seeing it.
a. To present the slide show, you can select to either view it from the
beginning, or from the current slide that is selected.
b. You can make a custom slide show, which will only show certain selected
slides.

i. You can also change the order of these slides and select a name
for the custom show.

Slide show name: |Custom Show 1

Slides in presentation: Slides in custom show:

1 1. slide 1 1. Slide 2

[ 2 slide 2 2. Slide 4

O 5. sie 5 T
[1 4. slide 4

[ 5. slide 5 Add ¢ Remove
[ 6. slide & o

c. The rehearse with coach feature can be a very helpful tool. If you have a
microphone available, you can practice your presentation, and the
“coach” will give you feedback on how you present.

d. You can set up your slide show with different settings depending on how
you want it to be presented. This can be changed by selecting Set Up
Slide Show and changing the settings in the pop-up.

Set Up Show ? >
Show type Show slides

@ iPresented by a speaker (full screen): @ All

O Browsed by an individual jwindow] D From: 1 : To 3.
() Browsed at a kiosk (full screen) Custom show:

Show options 22
|:| Loop continuously until 'Esc’ Advance slides

Show without narration
D - O Manually

|:| Show without animation @ Ubing fimings i present

|:| Disable hardware graphics acceleration

Pen color: 2 oo Multiple monitors
- Slide show monitor:

Laser pointer colon: ﬂ - Automatic i

Resolution:

Use Current Resolution e

Use Presenter View

Cancel

e. You can also hide certain slides from being presented by selecting the
slide and then selecting the hide slide option.
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