Some |deas for Converting PPT to Word

Nick Holford, n.holford@auckland.ac.nz

Course lectures and workshops are usually presented in real time to participants using Powerpoint
Presentations (PPT). It is often useful for participants to have a manual showing the lecture and
workshop material in a format suitable for reading additional notes from the lecturer and for
participants to add their own notes.

Conversion of PPT to handouts for Word is done by using the File, Export, Create Handout option (or
File, Save and Send, Create Handout in older versions).

Once PPTs are converted to Word documents it makes it easier to create a course or workshop
manual which combines the separate components into a single document with consistent page and
line numbering and a table of contents.

Microsoft PPT provides some simple tools to export PPT to Word to create handouts. While the tools
are simple to use the format of the resulting Word documents is usually unsatisfactory because the
slide content is too small to read when the document is printed (e.g. on A4 paper).

The Word handout format offers some help to lecturers and students by allowing notes containing
such things as expansion of abbreviations used in the slide and full references to publications cited in
the slide.

Three potential formats:

1. The handout format that best suits the addition of notes is with 3 slides per page and notes
alongside each slide. If there are no notes then the empty notes column can be used by
participants to make their own notes.

2. If the slide content is still too small after making the slide image larger (see below) then an
empty notes column may be deleted and the format changed to 2 slides per page.

3. If the slide contains a lot of content and the notes are long then the format of one slide per
page with notes underneath the slide may be useful.

The process of creating these formats (especially 1 and 2) is a bit tedious. It can take 5 to 10 minutes
to resize the slides for a typical 45 min to 1 hour presentation.

Changes to notes and single slides can be made to the Word document which only takes a few
moments. Notes can be edited directly in the Word document or copied from the PPT notes box.
Single slides can be selected in PPT then copied to replace the contents of a cell in the Word table.
Unfortunately it is hard to find a Shadow format that matches the shadow border of the slides
copied using the default settings. Changes to a single slide can be made by double-clicking the slide
image in Word which then gives you access to PPT editing tools.

Examples of PPT converted to Word can be found at:
http://holford.fmhs.auckland.ac.nz/teaching/pharmacometrics/advanced.php

| have tried to find ways to change the Microsoft defaults which make the process inconvenient but
have had no luck. If you find a way to do this then please let me know!


mailto:n.holford@auckland.ac.nz
http://holford.fmhs.auckland.ac.nz/teaching/pharmacometrics/advanced.php

Word Format 1: 3 slides per page with notes alongside each slide
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2. Choose Notes next to slides
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3. Choose Paste content or Paste link content (Paste content is more reliable) then click on OK

4. A Word document will be created. Switch to the Word document by clicking on the task bar
icon at the bottom of the Windows screen
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5. The Word doc will show 3 slides with labels on the left and notes on the right. Typically the
text on the slides is too small to read but the notes are readable.
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6. The slide label, slide content and notes are arranged in columns of an invisible table. To see
the table structure and make it easier to edit click on the yellow shaded DESIGN tab at the

top of the screen.

B HS G- Dacurmentl - Word TmELETOOLE 27 &
HOME IMSERT DESIGM PAGE LA REFEREM MAILING REVIEWY WIEMY ADD-INS EndMote Muance  DESIGM  LAYOUT  Mickl
Header Row First Calurmn T = == )’J./} -
Tatal R Last Calurmn E E E E E E - Yz pt -
e S-S -2 ZZZZE2 —| Shading  Border —; Borders |
v Banded Rows ¥ Banded Colurmns - - Styles + L—_‘ Fen Color= -
Table Style Cptions Table Styles Eorders
7. You will now be able to see the table cell borders.
B BE ©- 0 - Documentl - Word TLELETOOL: 2 B
HORE  IMSERT DESIGM  PAGE L& REFEREW  MAILIMG  REVIEMY WIEWY ADD-IMS EndMote Muance  DESIGM | LAYOUT  Mick
Header Four First Calurmn T = — )’l/‘ -
Total Raowr Last Calumn ; ; ; ; ; ; ; - = ¥z pt -
==l —---Z ZZZZ-Z =1 [Z| Shading  Border —; Borders
¥| Banded Rows  |v] Banded Columns T - Shyles ~ Epen Colar - -
Table Style Options Table Styles Borders
L 2 1 # 1 3 4 5 [ 7 g o 11012 13- 0 14 1 15 (EHE. ) 17 12
Ex
hide 1
CRararee
m
=+
L
w
. slhide 2 Fharmacalogy is derived from a
- - Gresk word (pharmakon). The
Pramacs by Greeks used this word to mean a
- medicine, a poizon or a magic
bop zpell.
~
"
-+
shde 3 N - Clinical pharmacology describes
i Clivical Phamn a0 by the effects of drugs in humans.
|| s One_ v_vaytc- think akout the SCope
I of clinical pharmacalagy is to
- 20 o. understand the factors linking
= = = dose to effect. o
Drug concentration iz not as
@ —— eazily obzervable as doses and
- effects. It is believed ta be the
- linking factor that explains the
o time course of effectz atter a drug
& dose.
o The zcience linking dose and
- concentration is
o pharmacokinetics. The two main
a pharmacokinetic properties of a
L& drug are clearance (CL) and
wolume of distribution (4.
b The science linking concertration
and effect iz pharmacodynamics.
kS The two main pharmacodynamic




8. Click on the HOME tab at the top of the screen then select the whole document (Ctrl-A) and
change the font type and size for the slide labels and notes to Ariel 8. Most people can read
Ariel 8 when it is printed on A4 paper.
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9. The next thing is to recover the wasted space taken up by the slide label column. Select the
right hand border of the first column and drag it to the left so that the “Slide” part of the
label remains on the first line with the slide number underneath.
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10. The notes column should now be made narrower by selecting the right hand border and
dragging it to the right so that it is under the “11” in the ruler at the top of the page.
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11. These steps usually take just a few seconds to complete. Unfortunately the more tedious
process of resizing each slide must now take place. | recommend setting the window zoom
level to 100% because Word often gets confused when trying to resize images if the zoom is

smaller.



12. Select the bottom right corner of each slide and drag it towards the right bottom of the row.
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13. Do this mindless dragging process for each slide.

14. Now save the Word document. Unfortunately Microsoft won’t help you by remembering the
directory you opened the PPT file which is usually where you want to save the document
file. So struggle with Word for a bit to find a directory and save the file with a sensible name
e.g. the same name as the PPT file.



15. You now have a Word document containing the contents of the PPT with both slides and
notes at a size that is usually readable when printed on A4 sheets.

=lde

i_learance

Mick Halford

Dept Pharmacology & Clinical Pharmacology
University of 2uckland, Mew Zealand

=lde

Fhamacology

goppoov
pharmakon

M edicine Foison  Magic Spell

Fhammacoloqy 1= demued fmma
Lireek ward (phanmmakon). 1he
Lireaks uzedthizwam to mean a
medicine, 3 polaonor 8 mage
spell.

=hide

Clinical Pharmacology

IFharrna-:akineﬁ-::s I IFharrnamd'g,nan'icE I

@ @ &3 @&

CConcentration

Chrical phanracology desqibes |
the ettects otdnugsin humans.
Une waytothink about the scope
ot clinizal pharracalogyis to
understand the factorsiinkng
doze to etfedt.

Urug concentratonis not 3as
egzily obsenable 35 dosesand
ettectzs. Lisbeliewed o bethe
Inking factortha explans the
time course of ethects atter a dnyg
doge.

Ihe elence Inkng doss and
cOncentraon|s
pharmacoklnetcs. [hetwa man
pharmacoknetc propeties ofa
drug are clearance (L L)and
wolurme of distnbutan ().

Ihe elence Inkng conczniraton
and effect 1S phanmacodyramics.
Ihi tw o main phanracodynams
properties of 3 drog ane the
MEXIMUM & Hect [ Ema 1and the
concentrabon produang aU % ot
the masimum etect (LAl

16.

10



Word Format 2: 2 slides per page without notes

1. Follow steps 1 to 9 above for the 3 slides per page format.
2. Then delete the notes column (select two rows in the notes column, right click, click on

Delete Cells then Delete entire column)
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3. Dragthe right hand column border until it is under the “16” in the ruler at the top of the
page.
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4. Then drag each slide to fill the row in the slide column 2:
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5. Resize all the slides and save the document.
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Word Format 3: 1 slide per page with notes underneath

This is the simplest format (provided by default by Microsoft) but often not user friendly

because when printed it uses one sheet of paper per slide and has a lot of wasted space at

the sides of each slide.

2. Follow step 1 above for the 3 slides per page format.
3. Atstep 2 select Notes below slides
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4. This format may be used as is but often will benefit from resizing the slide so that it does not
leave so much white space.
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Clinical pharmacology describes the effects of drugs in humans. One way to think
about the scope of clinical pharmacology is to understand the factors linking dose to
effect.

Drug concentration is nat as easily abzervable as doses and effects. It is believed to
be the linking factor that explains the time course of effects after a drug dose.

The =cience linking dose and concentration iz pharmacokinetics. The two main
pharmacokinetic properties of & drug are clearance (CL) and volume of distribution
(.

The science linking concertration and effect is pharmacodynamics. The two main
pharmacodynamic properties of & drug are the maximum effect (Emaed and the
concertration producing S0% ofthe maximum effect (C30).
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5. Here is a resized version:
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Drug concentration iz not as easily observahle as doses and effects. It is believed to
be the linking factor that explains the time course of effects atter a drug dose.

The zcience linking doze and concentration iz pharmacakinetics. The two main
pharmacokinetic propetties of a drug are clearance (CL)Y and volume of distribution
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The =zcience linking concertration and effect is pharmacodynamics. The two main
pharmacodynamic properties of a drug are the maximum effect (Emax) and the
concertration producing S0% ofthe maximum effect (2S00,
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