The University of Akron Package a PowerPoint 2003 Presentation to a CD for Transport

Package for CD

The Package for CD option replaces the Pack and Go Wizard of previous versions; this option
allows the presenter to pack a presentation so it can be shown on another computer. In addition,
the option includes the PowerPoint ®viewer, enabling one to view presentations without having
PowerPoint® installed; it also links all fonts and files connected to the presentation. Package
for CD also makes it possible to package more than one presentation on a storage medium.
Keep in mind that if changes are made to the presentation after running Package for CD, it must
be “packed” again in order to update the information.

Creating a Package for CD Presentation

New Terms

Package for CD This option packages one or more presentations and all of related elements,
along with the PowerPoint® Viewer, into a folder. This includes all video
files which may be linked in a presentation. Each presentation has an
executable file which may be loaded and viewed from any machine.

PowerPoint® Viewer [The PowerPoint® Viewer is a program that comes with PowerPoint® and
allows one to view presentations without having PowerPoint® installed.

Action Steps—Creating a Package for CD Presentation
What to do What happens

1. Open the presentation to be | Opens the Package for CD option.

packaged. Select File on the menu
bar, then trace to and click Package
for CD.

2. Click Copy to Folder. If additional presentations were to be added to the CD,
one would click Add Filgs. Note the message regarding
linked files and the PowelRoint® Viewer.

Package for CD - x|
Copy PowerPaint presentations to a FONer that can be copied to a
D with a 0 burning program. The CO e play on computers
running Microsoft \indows 98 Second Editids or later, even withouk
PawwerPaink,
Files ko be copied:
ME'W Products Zook
Linked filzs and the PowerPoint Viewer are fptions
included by default, Ta change this, click Optian
Copy bo Folder, .. | Close |
Advances to the next page.
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What to do What happens
3. In the Copy to Folder window, a
folder is created to store the | [TTECRE X
presentation and all its ancillary files.
The  default  folder title is | Copy files to a new folder with @ name and location you specify,
PresentationCD.  This folder is Fald  [—
located automatically jn | THErNAME: | AN
MyDocuments. Location: IC:'I,Dcn:uments and SettingsiharrisciMy  Browse. .,
N
Y The Folder title and the K Cancel
location in which to save
the folder can both be
changed. If the defaults
are not used, make note
of the folder name and
its location!
4, Click OK. Starts the process of packaging the presentation; the
time duration is seen briefly in a progress window.
5. Click Close. Upon completion of the packaging, the Package for CD
window is returned.
Package for CD %]
Copy PowerPaint presentations ko a Folder that can be copied ko a
D with a 0 burning program. The COowill play on computers
running Microsoft \Windows 958 Second Edition or later, even withouk
PowetrPoink,
Files ko be copied:
MEMY Producks 7.ppk
Linked files and the PowerPaink Viewer are "
included by default. To change this, click Cpkions. Op'ﬂ&l
Copy to Folder, .. | Close |
Closes the Package for CD window.
6. From the menu bar, click Close. Closes the current file.
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Copying the Presentation to the CD-- Completing the Package for CD Process

Once the presentation has been copied into a folder with its ancillary files one can create or send
copies of that folder.

Action Steps—Copying the Completed Presentation to CD
What to do What happens

1. Navigate to MyDocuments or
wherever the PresentationCD
folder has been created..

Reveals the location and folder name for the presentation to be
packaged to Clp.
& My Documents
Fie Edt vien Fafiies [
@SBarch 1

Address |2y My Documghts =] @ Go

(1 My Captivate Projefits
by D1ata Sources
Cam |y eBooks

[ My Music

@ My Pictures

ﬂ by Wiewlets

0 Myt

(] PresentationCD

N I &
100 bytes @‘ ty Computer
2. Click the folder entitled | Selects the targeted folder to be copied to the CD.
PresentationCD or whatever

the folder has been named.

3. From the menu bar select File | Reveals the option to send the folder to a CD_drive.

and scroll down to the option | EITIEED =[0lx
Sen d to. Fle Edt Wew Favortes Tools Help
Open 4 Folders @ 0w B
Browse With Paint Shop Pra 7
Explore j o
j Seach. X | | Name | Sice | Type [ Modied [
1 Shang. N Fle Flde 115003 43 P
- (8] exam1_files File: Folder 1111872004 5:27 PM
()il s (00 evamfles Fle Falde 118/ 5 29PH
19 WirZip 3 (1 Evaneous File Folder 1/26/2004 114 PH
71 b Ronaclcasts Fie: Folder G/5/2004 254 P
4 é 35 Floppy [4) tivate Projects File: Folder 11172005 4:29 PM
W b m Desklop [create sharteat] |2 Souces Fie: Folder 31242004 432 P
D DieattD Dive ) Fle Folder 972202003 11:48 MM
Cieste Startcul S Fie Fade /2112004 1025 4M
Dkt B4 Wi Recipient s Fle Folder 1212842004 1:42 PM
Renane 2 My Docunents s File Folder 442772004 317 M
Fiopartes File Folder B/7/20061:58 PM
My Documents » T0KE  HTML Dacument 1111872004 5:23 PM
(B8] PresentationD Fie: Folder B/7/2005 224 PM
Plrea

4, Make certain a previously | Copies the folder, PresentationCD, and its contents to the CD
formatted CD is in the CD drive. | in the appropriate drive. Once the folder has been copied, the
Then click the option DirectCD | CD is ready to be distributed to another user.

Drive (drive name).
oo

3]

One can use Send To > Mail Recipient to convey the PresentationCD folder via e-mail
to a recipient (provided the receiver’s e-mail has enough capacity to receive the folder).
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Running a Packaged for CD Presentation with the PowerPoint Viewer

The directions for this activity start out from the PresentationCD folder, where the Presentation
has been saved. Someone who has received a CD with the presentation folder or an e-mail with
the folder as an attachment, would access it from the CD or from the transmitting e-mail
respectively.

Action Steps—Running a Packaged for CD Presentation with PowerPoint Viewer

What to do

What happens

1. Double-click the folder

entitled PresentationCD.

& C:\Documents and Settings\hamisciMy Documents\F‘z:

Shows the contents of the PresentationCD folder.

_[Olx

File Edit “iew Fawortes Toolz Help -
@ Search [y Folders ¢ > oy | EH-
Address |[:| C:5Documents and Settingsthariscihy Documents\PresentationCD j @ Go
| Size | Type | Modified |
TKE  Setup Information B/2/200517:0 AM

E:I Chef Videa. avi 1.643 KB AW Yideo 8/23/1999 416 PM

adiplusz.dil 1736 KB Application Extenzion  BA20/2003 1:28 P

inthdate, dil E3KE  Application Extenzion 71452003 10:57 PM

ﬂj MEW Products ¥.ppt 272KE  Microzoft PowerPaoin,..  B/2/2005 17:01 Ak

play bat 1KE M5-DOS Batch File B/2/2005 11:07 Ak

playlist tut TKE  Text Documnernt EA2/2005 17:07 Ak

Lg';i ppbview, exe 1.742KB  Application FAA,2003 321 PM

ppswint].dil 187 KB Application Extenzion  7/A15/2003 3:14 Ak

@ prereadme. hitm KB HTML Document TAABS200312:32 PM

zaest.dll 207 KB Application Extenzion 741452003 10:57 P

unicows. dil 241 KB Application Extenzion  10/30/2002 12:21 PM

12 object(s] 552 ME Q. tdy Computer

2. Double-click pptview.exe.

Opens the PowerPoint Viewer dialog box.

@ﬂ Microsoft Office . . .
. a.PowerPoint Viewer

@ 1957-2003 Microsaft Carporation, Al Rights reserved,

EMD USER LICEMSE AGREEMEMT FOR MICROSOFT SOFTWARE

IMPORTAMT-READ CAREFULLY: This End-User License Agreement ["ELLA"] is

=

|

Brint License

Arcept

Dedline

Do you accept all of the terms of the preceding License Agreement? IF vou choose to
Decline, the application will close, You must Accept this agreement bo continue,
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What to do

What happens

To activate the Viewer the
first time, click Accept.

Indicates acceptance of the License Agreement to use the
Viewer.

Click the title of
presentation to select it.

the

Opens a Microsoft Office PowerPoint® Viewer window
listing the presentations available to view.

: @Micmsoll Office PowerPoint Yiewer

Lok, ir: Ia FresentationCh J - lc_ui( ,
; @ MEW Praducts 7.ppt
I
i
File narme: I j Open |
| Files of type: IF‘owerPoint Presentations [* ppte ppg:” pat] j Cancel |

¥l

Now click Open.

Opens the presentation.

Watch the slide show, right-
click anywhere on the screen,
then trace to and click End
Show.

Opens a shortcut menu from which one can close the
presentation.

Click Close.
Click Close.
Click Close.

Closes the Microsoft Office PowerPoint® Viewer window.
Closes the PresentationCD folder.
Closes the folder, MyDocuments.

Version 2006.01.20 Learning Technologies/Software Training Services Page 5
©2006 The University of Akron. These materials may not be reproduced in whole or in part without the express written
permission of The University of Akron



Package a PowerPoint 2003 Presentation to a CD for Transport

The University of Akron

Running a Packaged for CD Presentation Using PowerPoint®

The directions for this activity start out from the PresentationCD folder, where the Presentation
has been saved. Someone who has received a CD with the presentation folder or an e-mail with
the folder as an attachment, would access it from the CD or from the transmitting e-mail

respectively.

Action Steps—Running a Packaged for CD Presentation Using PowerPoint®

What to do What happens
10. Double-click the folder | Shows the contents of the PresentationCD folder.
entitled PresentationCD. & C:\Documents and SettingsZharrisc\My Document i =]
File Edit “iew Fawortes Toolz Help -
Double-click the title of the @ Search [y Folders *® @ | B
_presentatlon. In the example it Address |[:| C:5Documents and Settingsthariscihy Documents\PresentationCD j @ Go
is NEW Products 7.ppt.
M amne | Sizel Type | Modified |
TKE  Setup Information E/2/2005 1707 AW
(6] Chef video. avi 1649 KR &Yl video 8/23/1999 4:16 PM
adiplusz.dil 1736 KB Application Extenzion  BA20/2003 1:28 P
inthdate, dil E3KE  Application Extenzion 71452003 10:57 PM
ﬂj MEW Products ¥.ppt 272KE  Microzoft PowerPaoin,..  B/2/2005 17:01 Ak
& play. bat 1KB MS5-D0S Batch Fils E/2/2005 11:01 &M
playlist tut TKE  Text Documnernt EA2/2005 17:07 Ak
Lg';i ppbview, exe 1.742KB  Application FAA,2003 321 PM
ppswint].dil 187 KB Application Extenzion  7/A15/2003 3:14 Ak
@ prereadme. hitm KB HTML Document TAABS200312:32 PM
zaest.dll 207 KB Application Extenzion 741452003 10:57 P
unicows. dil 241 KB Application Extenzion  10/30/2002 12:21 PM
12 object(s] 552 ME Q. tdy Computer
Opens PowerPoint® and the selected presentation in the editing
format.
11.  From the lower left click the | Changes to Slide Show view, opening with Slide 1.
Slide Show button.
12.  Waitch the slide show, right- | Opens a shortcut menu from which one can close the
click anywhere on the screen, | presentation.
then trace to and click End
Show.
13. Trace to the menu bar and | Closes the Microsoft Office PowerPoint® window.
click File and scroll down to
and click Exit.
15. Close the PresentationCD
folder.
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