Welcome toTeach Yourselfintroduction to Micro soft PowerPoint

This Teach Yourselitorial explains the basic features of Microsoft PowerPoint 2003, a program for designing
presentations. This is the same tutorial we use in éroduaction toMicrosoft PowerPoint class, but it has been

adjusted so yocan take the course on your own. If you would like to atbeteimediate Microsoft PowerPoint or

any other class offered by LFPL, just go to the LFPL welsiter.lfp.organd cl i ck on O6Eventsd on

the green to find when and where the next class meets.
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By the end of class, students should be proficient in the following areas:

Opening PowerPoint

Touring the Work Area

Creating a New Presentation From Design Templates
Adding Slides to the Presentation

Adding Text and Clip Art

Moving and Resizing Text Boxes and Clip Art

Formatting Text

Editing a Presentation

Adding Transitions and Effects

Viewing a Presentation
Printing a Presentation

Saving a Presentation
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Opening an Existing Presentation
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What is Microsoft Power Pont?

PowerPoint is a powerful yet fun way to create professional presentations using a computer. We
will be going over these three key points:

1. How to create a basic PowerPoint presentation
2. Different ways to view and edit a PowerPoint presentation
3. How to add transitions, effects, animations and sounds to your slides

Opening Microsoft PowerPoint
There are two ways of opening Microsoft Power
A Double click on the Microsoft PowerPoint shortcut on ra
the desktop, 2]
A OR, Click on theStart menu, click orPrograms, and

click on Microsoft PowerPoint.

Microsoft PowerPaint (2).Ink

Touring the Work Area
Let us begin by getting oriented.

& Microsoft PowerPoint - [Presentation1] =]
@ Fle Edt Wew Insert Format Toos Slide Show  Window  Help Type aquestion for help » %
0BIE - © 2 ol -5 -8 zus[EEssEltEsn s == B
, Getting Started v x
1 Gl Gllal
Microsoft Office Online Task
Connect ko Microsoft OFfice
Online
e Pane
et
. Automatically update this list
i i from the web
Outline i ; ; s s
3 Click to add title | e
Pane : 3
Excample: "Print more than one copy”
Click to add subtitle Open
: 5 Open., Notes
[ Create anew presentation... Pane
Slide
Pane
Click to add notes =l
=z 2
Draw [l ] Auoshapess N N DO WA @E S-L-A-=== @ ag
alide 1 of 1 Default Design Englsh (U.5.) v

e Theslide paneis in the center. This is where you click to add and edit content in your slide.

e Thenotes paneds below the slide pane. You cape presentation notes associated with the
slide in this area. Later you can print the notes pages to assist during a presentation. The notes
pane is not visible to slide show viewers.

e Thetask paneis on the right. The content and choices availabthis pane change

depending on what tasks you are performing.

e Theoutline paneis on the left. You can click on thumbnail representations of the slide to
select a slide for viewing and editing.
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Creating a New Presentation From Design Template

1. Click onCreate a new presentation
in the task pane.

2. Several avenues for creating a new " ——
presentation will appear at the top of
the task pane. Click dfrom design
template. This will allow us to easily
add color and a consistent
background and style to our
presentation.

3. Three presentation aspects will appe
at the top of the task pane. We can
change these aspects to give the .| 2
presentation a consistent look: desig =« noousd4caa oo ammzasy
template, color scheme, and
animation scheme.

4. Click onDesign template Scroll through the diérent designs. Double click on a
template to apply it to all slides. For more design template options, cliBkron w site é
the bottom of the task pardge Presentation Designgy OpenA Select a desighA
Apply.

5. Now that you have chosen a design templatek dn Color Schemesat the top of the
task pane. Select a color scheme from those available. To adjust a color scheme, click
on Edit Color Schemesat the bottom of the task pane, make any desired changes, and
apply them.

6. Finally, click onAnimation Schemesat the top of the task pane. Select how you would
like objects to appear as you advance through your presentation. For now, click on
Appear andApply to All Slides.

Click to add notes

Adding Slides to the Presentation

When you first create a presentation, PowerPaitdaraatically gives you a title slide. To add
additional slides:
1. Click oninsert A New Slide e -
2. By default, the new slide has a heading area and a bulletec@== |
area, which is the most commonly used layout. To select & [ r
different layout, click on it in théask pane. You will notice |—
that different symbols represent the types of content you ¢
include on the slide layout. \m \%Hﬁ |
Dark rectangular bar = Heading Area
Dots with squiggley lines = Bulleted List Area
Grid = Table Area
Bar Graph = Chart Area
Person = ClipArt Area ‘

321 Clip Board = Media Area (motion clips/sound)
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Adding Text and Clip Art

Click to add title

= Click to add text

Text areas

Clip Art area

Adding text
A Click on the text area of the slide.
A Start typing.
A When typing in a bulleted list area, pr&ser to start the next bullet.

Adding clip art
A Double click on the clip art area.
A The clip art gallery will appear. Type in a keyword and clickGan
A Click on the desired clip art and click @K to insert it into your slide.

Inserting additional text boxes
A Click onlnsert A Text BoxA Horizontal or Vertical.
A Click and drag the mouse on the slide to create the new text box area.
A Start typing.

Inserting additional clip art
A Click onlnsert A Picture A Clip Art .
A The clip art gallery will open in the taglane. Type in a keyword and click Gio.
A Be aware that you can limit your search to a particular collection or a particular media
file type.

Moving and Resizing Text Boxes and Clip Art

Resizing Clip Art Resizing Text Boxes

A Click on the clip art. A Click on the text box.

A Notice circles appear aund the outside of A Click and drag on one of the circle handl
the clip art. They are called handles. Cli to resize the object.

and drag inward or outward at a diagona
on the corner handle to resize the object. Moving Text Boxes
A Click on the text box.
Moving Clip Art A When the border appears around the tex
A Click in the middle of the clip art and drag box, click and drag on it to move the box.
it to the desired location.
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Formatting text

To format textfirst you have to select it and then you make your modifications.

Selecting text to format
A Click and drag over the text with your cursor.
A OR, click on the text box, then click on the border that appears around the text box.

Using the formatting toolbar
After selecting the text to be changed, select the desired options on the formatting toolbar.

Numbeed Bulleted
Bold Italic Underlined List List

N \ / _
Arial + % +| B I QEI i §E'II~1 A & EE A -] Zoesin _-IMEWSIideE

| | N |
Font Font Align Font
Type Size Left | Center | Right | Justified | Vertica Color

Running Spell Check
It is always advisable to run spell check before presenting. Misspellings can be embarrassing.

A Click on the spell check button omet tool bar
A OR, click onToolsandSpellingand Grammatr.

JﬁHE@-‘lj_},?ﬁ $ 2B I 90 E AR EAE RS >

Spell
Check

Editing a Presentation

Rearranging Slides
A Click onView A Slide Sorter.
A Click and drag the slide to the desired location. A
vertical gray line will appear between the slides. This

will help you know where you are dropping the slide.

Deleting Slides
A Click onView A Slide Sorter.
A Click on the slide and hit theeletekey on your

keyboard.
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Adding Transitions and Effects

Transitionsare how one slide moves to the next slide. The slideecam in from the side,
come down from the bottom, unfold like horizontal blinds or appear in a number of other ways.

1. Click onView andSlide Sorter.
2. Click on the slide to which you would like to add a transition.
3. Click on theTransition button on the Ble Show toolbar or click o8lide ShowA
Slide Transition.
4. Notice the task pane presents different transition options. Click on the desired transition
and select any other options you would like to apply. You can clidkiaynto preview
the transition.
5. If you would like the same transition to be used on all slides, clickpmty to All
Slides
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Effectsare special sounds, animations or pictures that accompany the entrance of content on
your slides. Effects make your presentations more lively apdesting.

Click onView andNormal.

In the outline pane, select the slide whose objects you would like to animate.

Click onSlide ShowA Custom Animation. Notice the task pane changes.

In the slide pane, click on the object to which you would likedih @n effect.

In the task pane, click oixdd Effect A Entrance. Select the desired entry effect.
Make any other desired adjustments to the effect in the task quaoteas when it starts
and the speed at which it occuri$ multiple objects have eftes, you can rearrange the
order of the effects in the task pane.

7. Click onPlay to preview the effects in action.
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Viewing a Presentation
Once you have created your slide show, cliciSbéde ShowA View Show

Navigate through the slides by doing arfiyte following:
A Clicking onyour mouse
A Presng the space bar
A Usingthe arrow keys

To end a slide show, press the esc&#Q) key.

Printing a Presentation
A Click onFile andPrint. A dialog box will appear.

A Click on thePrint What:drop down menu. E 2
PONerPOInt glves yo u fo uro ptlo ns mr;n:r [HP LaserJat 4300 PCL 58 | Properties
1' SIIdeSI One Sllde per page :;apt:g rI—?F“ELaserJetﬁDU PCL S
2. Handouti Two to nine slides per page. e g opece F prntofe
Choose with the I8les per page&rop down s
& al " Current slide  © Selection Humber of copies:
menu . . . . | Custom Show; - II_E
3. Notes Page$ One slide with presentation -, ﬂ
nOteS per page Enstesr_slllzde numbers andfor slide ranges. For example, - 7 colat
4. Outline View i Textual outline of your S - -
p rese ntatiﬂ Nota;Pages j' Slides per page; IE %
aldous - | Order; & Horigonfal € verticall | EICE
_r Al I scale tofit paper
[~ Purd black and white I~ Frame slides
= tncde animations: | Print hidden shides Cancel

Print What: Slides per page
Saving a Presentation

To save a slide presentation to a floppy di
1. Click onFile andSave
2. In theFile name:field, type the name of the presentation.
3. Click on theSave in:drop down menu and click on 3 %2 Floppy (A:).
4. Click on theSavebutton.

Opening an Existing Presentation
To open an existing slide presentationé

1. Open PowerPoint.
2. Inthe task pane, click d@pen.
3. Locate the saved fileClick on the name of the presentation.
4. Click on theOpen button.
Another way to open an existing slide preset at i on i s t oé

1. Click on theFile menu and click o®pen.

2. Select the proper Ldokim drapdowm inenp (3 & EleppywA:)tif h
the presentation is saved to a disk).

3.Click on the present Openbwttod s name and cl
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Practice Your New Skills

1. Create a PowerPoint presentation about yourself.

2. Create bulleteddts about your hobbies, likedislikes education, family, work, etc.
3. Include clip art symblizing your hobbies, likeslislikes etc

4. Add transitionsand effects to your isles.

The Help Menu

If you have a question about Excel that you need answered right away, you might want to consult

the Help menu. The help menu has two interfaces: the Office Assistant and the standard Help

me nu. Letds examimset .t heYdddveepdaebdlsltyandedn i
cat, paperclip, etc that you c aHelponlthemm&n on t o
menu bar. Then clicKhow the Office Assistantand the Office Assistant will appear. Once it

appars, or if it was already visible, click on it to begin interacting with it.

. . . 3 icrosoft Excel - Book1 [EE
CIICk ShOWthe Oﬂ:.lce ASSIStan‘t i3] Fle Edt Wew Insert Formak  Tooks Data  Window | Help Type aquestion forhelp = 2 & X
and the Office Assistant Witt o P B F) )9 MeshEtts P o - @
appear i f i te.s ¢ arl 0 -|B T U|=== Show the Office Assistant Y

Al = A Microsoft Office Online:
A | 8 | ¢ T o [ E TJ Contact Us J K L
i o=

3|

Check for Updates
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Clicking on the Office Assistant opens up a search bar into which you can type your help topic.
Type Acreate a charto (wit houS$earthhYouwjllseeaes) i n
task pane appear on the right side of the screen listing (usually) 30 results. You should see your

help topic at or near the top of the list. Click on it to open another task pane with the solution to

your problem. Close the twtask panes when done.

Customizing the Office Assistant

Click on the Office Assistant again and cliCiptions. Here you can change the look and
behavior of the Office Assistant. You will see two tak&allery andOptions. Click on the

Gallery tab. Here you can change the look of the Assistant. ClicilBaek andNext buttons to
move back and forth between the selections. If one of these two buttons becomes grayed out,
you must go in the opposite direction by pressing the other button.

© 2009 Louisville Free Public Library, 301 York Street, Louisville, KY 40203 (502) 574-1611 8



Click Gallery to choose another character. ———

Click Back andNext to cycle between them.

Y
v

Oce youodve examined t heOptondtab.eOptonspresentsgavesiat t er s
checkboxes with which you can customize the Assistant. Scan these over, and then uncheck the
one at the top left that saldse the Office Assistantand then ctik OK. The Office Assistant

will disappear.

Click theOptionst ab t o cust omi lzador.t he Ass—»

UncheckUse the Office Assistanto turn it off. /

Now | etds take a | ook aHelpdanhkheMaim MenmBaa Mext, He |l p me
click Microsoft Office Excel Help. This will open a task pane on the right side of the screen.

Type ichraerattoe iantco t he search bar provided, and
another task pane with the same 30 results you saw earlier. In other words, you get the same

level of help whether or not you use the Office Assistant.

Click Help and therMicrosoft Excel
Help

[
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For Further Reading and Learning
Thank you for attending Introduction to Microsoft PowerPoint. For further reading, search the
|l i brary catalog for the subject AMicrosoft Po

Please consider building your research and/or technologicasstslby taking another class
with us. Learn more about upcoming classes on the library's weksite)fpl.org, or in the
Computer Learning Center brochure.
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