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Part 1: Introduction

A) What is PowerPoint?

PowerPoint is a presentation program that is part of Microsoft Office.

It allows you to create presentations where you can demonstrate or show projects, reports, etc
that you have learned to an audience.

Visua Aid

B) Launching Power Point
From the Start menu click on
> Programs
> Microsoft Office XP
> Microsoft Power Point

@ Accessoties
@ ACL Instant Messenger

@ Metwork Assodates
@ PrintMe Internet Printing
@ QuickTime
@ Real
@ Startup I 003
e < Micro:oft Offi= Brblahen2003 Create and edit presentations For slide shows, meetings, and
Y¥ahoo! Games L3 IE Microsoft Office Word 2003
I @ Adobe Reader 6.0
% windaws Lpdate & Intermet Explorer
@ Outlook Express
T @ RealFlayer

@ Windows Media Player

il start |J & & ”|J 1Basic inerPn\nt-Micmsml | BRI AT seaem
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C) Familiarization with the Power Point Window

Title Bar Menu Bar Standaro

Formatting Bar

[E] Microsoft PowerPoint - [Presentationl]
§ Eile Edit ¥iew Insert Format Tools  Slide Show  Window  Help
DEE & 2@ o- @O #Eer B2
Slides " X

1

8
Type a question for help = X
.18 -|B I U |§ = 22 | A= A - | Hoesn Ouewsice 2
4 % New Presentation X

Open a presentation
@ Presentations...
New
[ Blank Presentation
From Design Template
From AutoCantent YWizard

New from existing presentation
Eﬂ Choose presentation...

New from template
@ General Templates. ..

Left Task e :
Panel C I i C k to a d d titl e i] Templates on Microsoft, com

A

Click to add subititle
T Siide

Right Task Panel

£ Add Network Place. ..

@ Microsaft PowerFPoint Help
- Shiow at startup

[

Click to add notes

== []
ED[aw'|AgtUShapes' e DO&‘{:‘S E!‘&'£v£v5: =8 ﬁ_

Slide 1 of 1 Deefault Design

Hstart || (1 & 21 & || Kswon || ElMicrasaft Powerpaint ... {_iorientation Package | #Basic Pomerpaint - vieros...| QW ECD SED 1101 am
In the Right Task Panel there are the following options under the title New Presentation:

Open presentation — allows you to open a presentation that has previously been saved.
New — gives access to a Blank Presentation, Deign Template, and Auto-Content Wizard
New from Existing — allows you to use an existing presentation in order to begin a new
one

New from template — gives access to general template folder, templates on web, and
templates in Microsoft
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Part 2: New Presentation

A) AutoContent Wizard
- The Wizard provides pre-made presentation templates with different backgrounds and
effects to choose from.
It aso provides a pre-made summary of the type of information that should be in your
presentation.
These templates are also provided in the Design Template Task or General Template
folder, but they do not have pre-made presentations.

To Open Auto Content Wizard

Go to the Right Task Panel in PowerPoint New Presentation -
> New Presentation Open a presentation

> New _ PowerPoint %P Basics
> From Auto Wizard (= Mare presentations. ..
Mew

[ Blank Presentation
From Design Ternplake
ﬂ Frorm AukoConkent wWizard

AutoContent Wizard ;;;.- 21|

Start fukaContent Wizard
Presentation bype The AutoContent Wizard gets you started by

providing ide.as and an organization for your

Presentation style presentation.

Presenkation options

Finish

Cancel | = Back. | Mext = | Finish

1. Follow the steps through the wizard to try out the options.
- Start
Presentation type
Presentation style
Presentation options
Finish.
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2. When the presentation appears, all you need to do is replace the text and graphics with
your own data and pictures.
3. These pre-made presentations lead you through creating your own presentation.
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-

Open a presentation
PowerPaint 5P Basics

ew Presentation ~

B) General Template Folder

To Open the General Template Folder

ﬁ’r More presentations. ..
New

[ Blank Presentation

From Design Templake

Go to the Right Task Panel i
> New Presentation
> New from template

> Gener

al Templat

From AutoContent \Wizard

MNew from existing presentation

LIE—] Choose presentation, ..

New from template

eneral Templakes., ..
%l Templates on my Web Sites,
ﬂ Templates on Microsoft, com

General — has Blank Templates and Auto Wizard Content.

Design Templates (is used for backgrounds) — list the same group of templates that can
be seen on the Slide Design Task Pane, and provides avisua image of each onein the

preview box.
Presentations— list of pre-made presentations that also show up in the AutoContent
Wizard.
Templates 4 7] x|
General Design Templates | Presentations I
Digital Dats Netwu:urk I |
Echo Ocean _
& ] Eclipse (& bt g
Edge Pixel
Fading 3rid F‘ru:uFiIe
Firewu:urks F'ru:up-:usal [Lu:urem [pEum
= =
Glass Lelets Quadrant = [elor =it ama consect etuer adpizcing
GI:::I::E Radial elit sed dam
Kimaona Reefined gt L
Layers Ripple L
] Level [E]] satellite Dish T IR s
Maple Shirnrner . n
Mu:uuntain Top Slit
| 2
(8]4 Cancel
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Mew Presentation -

C) Blank Presentations
Create your presentation from Scratch.

Open a presentation
PowerPaink ¥P Basics

1. To open aNew Presentation [ More presentations. .

> New Presentation New
> New /ﬂ Blank. Presentation
> Blank Presentation From Design Template

.....

2. Thedlidethat appearsisthetitle slide.
(Please refer to Power Point XP Handout — Side View and Icon at the end of the packet)

3. Click on Click to add title and type in PowerPoint XP Basics. In the Click to add
subtitle area click and type your whole name and today’ s date.

4. The Right Task Panel should read Slide L ayout.
Scroll through looking at the different options for your slide layout. Once you choose
one, write:

Text Layout

Content Layout

Text and Content Layout
Other Layouts

5. To add the Slide Layout slide you have chosen (we will do it as a class)
a. Under Text Layouts, select the bulleted list layout.
Click the pull down list and select Insert New Slide.

2 % slide Layout -
Apply slide layout:

b. Click inthe Click to add title areaat the top of
the dlide and type What is Power Point?

c. ClickintheClick to add text area to create a bulleted list.
Write:

Presentation softwar e that usestext (press Enter) { E
Graphics ( press Enter) Apply to Selected Siides s
Video ( press Enter)

| Insert Mew Slide |
Sound . | | I

il
i

]

6. Addanew bulleted list slide

7. From the Left task panel select Outline and enter your next
dlide using the outline view. This slide will be abulleted list. &1 fie &t view st Format  Took <

a Title: Why use Power Point? o e
b.  Bulleted point: To communicate (press enter) T e a5 o
C. Subpoint: press enter key: Effectively (press enter) Krystal K. Vazquez

1933

2 What is PowerPoint?
+ Presentation software that uses bext
+ Graphics
+ Yideo
+ Sound
3 why use PowerPoint?
= To communicate
+ Effectively
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d. Second subpoint: Appropriately (press enter)
e. Toreturnto abulleted point hold down the Shift
key and pressthe Tab key.
f. Bulleted point: To enhancethe presentation
8. Create anew dlide from the Insert menu or pr -M (ashort cut for creating a
new slide) Use the Slides or Outline view — your choice.
a Title Text
b. Bulleted points:
The Good
TheBad
The Ugly

9. Changing Slide Order
PowerPoint allows you to change the order of slidesin your presentation quickly and

easily. The easiest way to view and change the order of slidesisin the Outline View,
Slide V4 d Slide Sorter View.

To change the order of dlidesin Outlin

Outline

Click and hold on the dlide icon of the dide

that you would like to move 1 || PowerPoint XP Basics
Krvstal K. Vazquez

Move the mouse pointer to thenew 1983

location of the slide. As you mo > [ Why use PowerPoint?

pointer, a black line will appear th « To communicate

shows you the new position for the siide. + Effectively

 Appropriately
+ To enhance the

3 hat is PowerPaoint?

Release the mouse button. nresentation

* Do the same to change the order of the

didesin the Slide View.  that uses text

+ Saligls|

4 Text

+ The Good
+ The Bad
+ The Ugly

11
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To change the order of the slidesin Slide Sorter View under View:

- Click on the slide that you would like to move and hold the mouse button down
Move the pointer to the space between the two slides that you would like the
selected gslide inserted between. A line will appear.

Rel ease the mouse button.

Original Slide Order Changed Slide Order
T T

WAtz Powizrroins

Anim ation

(Kt 1T = THAT 5= et

10. Deleting Slides
There are severa waysto delete slides.

To delete slides in the Outline View:
Place pointer over slide icon until it changesto afour sided arrow.
Click onceto select slide icon.
Press the delete key on the keyboard.

To delete slides in the Slide Sorter View:

12
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Click onceto select slide icon. This creates a darkened boarder around the
selected dlide.

Press the delete key on the keyboard.

To delete slides using the Delete Slide Command:
Select dlide to be deleted by highlighting it or by viewing it.
Click on the Edit Menu and select Delete Slide.

11. Creating a Notes Page

A presenter has two jobs when developing a presentation. Oneisto create slides that
contain concise messages which clearly communicate the presenter’s information. The
second is to communicate verbally, putting each slide’s message in perspective. By
creating notes pages, the presenter has an organized way of keeping up with the slide
order and notes about the slide.

To create Notes Pages:
- Select the slide for which you wish to create a Notes Page.
From the View Menu, select Notes Pages

The slide image will appear in the top half of the page and atext area will appear
in the bottom half of the page.

Click in the bottom half of the Notes Page and type your notes.

* Notes do not appear when visiting slide show. They must be printed out in order to
see them.

i Click to add text

Notes Page
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Part 3: Save Presentation

nOteS Click to add notes

-

e [ —

es- o~ W OO E 4l iz 3 -

P
|
f

Y ou should save your presentation to prevent loss of work. Remember to save frequently.

To Save your Presentation:
- File> Save

. Save in:
Click on Desktop
!
Name your fil&\In 3
the File Name PR
box %
Press Save My Dacuments

Continue to
the presentation
from timeto time.

savens
‘@X 5 [~ Todls -

21

My Network

E_-I Shortcut to MNintendo

E
{ k«t— J :
e File name:

j \_L Save |

Places aave a5 BYPE |Ward Document

j Cancel |,

* For this class we are saving on the desktop, however you should use a disk and save your work

onadisk.

14
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Part 4: Apply a Design Templateto the Slide Pr esentations

1.

In the Right task panel, click ign. The Slide Design
options will can also click back and forth with
the arrows fo change from each.

Scroll through Apply a Design Template and select the
one that you like.

To apply the design to your PowerPoint presentation just
click on the sample design. The design template determines
the background color, front size, styles, colors and any
other creative elements.

If you do not like the design you picked, then you can just
Click another one.

= | A -~ | & Design = mMew slide
2y o+ slide Design >

Design Templates
[s=2 Color Schemes
[&% Animation Schemes

Apply a design template:

Used in This Presentation =

! G, Browse...

15
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Part 5: Using Slide M aster

One of the most useful tools in PowerPoint isthe Slide Master. A slide master contains
instructions on the background design, the background color, text color, font, and font size. This
allows you to give your presentation a consistent appearance throughout. There are four masters
available: Slide, Title, Handout, and Notes Pages.
- From the View Menu, choose Master and then Slide M aster.

A master slide for the presentation will appear. It contains a position box for the title

and a position box for the body text. These positions boxes can be placed where you

wish, and will appear in these locations on all slides.

Toinsert adate, click in the text areaand select Insert and Date > Time and Updates

Automatically. .

To insert a page number, click in the text areaand select Insert and click slide

number.

Text boxes will appear which may be dragged to any position in the text area. The date

and page numbers will now be placed on all slides.

When compl eting your work in the Slide M aster, change back to an appropriate view

... from the view shortcut icons or the View Menu.

View | Insert  Format  Tools  Slide Show  Window  Help Type a question for help

Mormal 52% - |@ ® ° verdana - 18 - | B I U |§ |§E = |A‘ | i= | [ Design =) New Slide Master
_ slide Sorter
1ET slide show F5
| B totes page Slide Master Yiew =
- ;ﬂ‘j % Gz EERE | Close Master Yiew
| Master » . Slide Master
B Color/Grayscale » Handauk Masker
Toolbars 3 [okes Master

\

16
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Part 6: Getting Help

PowerPoint offers Help at two levels.

For aquick explanation of a button, scrollbar or ruler:
Click the arrow/question mark button on the toolbar.
Click on the\tem on the screen where you need help. PowerPoint will display a brief
description of the item and its function.

Help

Microsoft PowerPoint Help Fi

Show the Office Assistant |
2 What's This? Shift+F1
COffice on the Web

Ackivate Product, .,
Detect and Repair. ..

Abouk Microsaft PowerPoint

For a detailed explanation of atopic, how to perform a series of steps, or to have a question
answered:
Click on the Help menu and scroll to the desired help feature.

17
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Part 7: Refining Your Sides

Using WordArt
1. From the Menu Bar choose Insert > Picture> WordArt, or you can click on the

WordArt icon il on the draw toolbar. (Refer to Handout)

Insert | Format Tools  Slide Show Window  Help

=1 Mew Slide CErl-M 7O - @ * - verdana

Slide Number
Date and Time. ..

| Pickure 3 | Bl dip art...

$.% Diagram... From File...

Text Box a From Scanner or Camera...
Movies and Sounds  » Mew Photo Album. ..

Bl chart... &= Organization Chart

1 Table... F  AutoShapes

% . |‘ wlordAart. ..

2. Select aWordArt style from the Gallery and click OK.
3. Inthenext screen, typein aword or short phrase. Y ou may edit the font now or later.
Click OK when you are finished.

=

PP voires %
Select a Wordart style: iiont: S'Ze J J J
w T Times Mew Roman B| I
MENM ﬂoﬂwt ‘“MM" w'“’”l Wl)rdAI't ?,E w Text:
Wl (WordAt [Wordirt J’m 2l Y our Text Here
ot {WordAR | roann | Wordhet [WorgA e,
ordetFrtAnt | WarAt | Wil o] 2 "
m’w’m o [ |
oK I Cancel | 0ok | Cancel |

4. Click the white area of the page to turn off the dots. Or click the WordArt to select and
edit. Now, you are ready to edit your WordArt.

=)

“Your Te"t |-|er

18



o

@TrirF College Neighborhood

N

Technology Center

e .
@0 A 1300 Broad St. Hartford, CT 06106 (860) 297. 4277

Editing WordArt

1.

Wn

Double click on your WordArt to get back to the menu where you added your text. This
iswhere you can change the font to Bookman Old Style, the size 54, and press the |etters
B or | toturn on Bold or Italics. After editing the text, click OK.

Also click on the WordArt to access the WordArt toolbar and other editing tools.

Test the following options from left to right in the WordArt toolbar.

Al EdtText.. | Py ae | Ad LF = &

Insert anew WordArt

Edit the text of your WordArt

Go to the WordArt galery to choose adifferent style.

Format WordArt leads to changing colors & lines, size and layout.
“Abc” leads to the WordArt shapes.

WordArt letter heights

Text direction

Alignment

Character Spacing

4. Try out different visual effects to find one that you like

The green dot at the top of your highlighted WordArt allows you to rotate the
image by click on it and moving your arrow.
The yellow diamond at the left side allows you to stretch or distort the letter

image by click on it and dragging your arrow.
White dotes alow you to resize the image by click on it and moving your arrow.

. ] .
“your Text Here

19
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Inserting Clip Art

from the Draw Toolbar.
Insert E Format  Tools  Slide show  window  Help

| =1 Mew Slide Chrl+M Ho o = EI :’} .:: \iardan

Slide Mumber |

Date and Time. ..

ral Nl

| Picture 3 mrm Clip Art. .. |
E:: Diagram... L=2] Erom File...
|IEl Text Box o= Organization Chart
= Mowies and Sounds — » @ AutoShapes
& Chart. .. Al wordart...
1 Tahble... i

%:-J'ﬁ

In the Search for: Search text: box typein the“art” you might & 4 jneert ciip art
want and click on the Sear ch button. Explore the options. Search For

1. Fromthelnsert menu, select Picture, then Clip Art...OR you can use the Clip Art icon

Try searching for birds, cats, and computersto seethat you find. -, e

Click on the clip art item you wish to add to your slide.

|
Practice moving and resizing the Clip Art. Click onceon theitem ——— 1.
to select it, then drag the “handles’ (boxes at corners and sides)

to sizethe Obj ect Other Search Dptions
. Search in:
[ i ; Al collecti -
Practice: Search for a picture of a computer and put it on your 1% L "ljt Bch'D”;b ]
2EUICS should De:

Slide.

|AII media file types

20
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Add an external photograph or pictureto your slide

Minimize PowerPoint. (Click on the little dash button in the upper right corner.)

Open the Web browser (Internet Explorer)

Surf the net to find a picture you like. (Y ou can go to http://images.google.com)

Once you locate a picture you like, move the cursor over the image and hold down the
right mouse button until the pop-up menu appears. Press Save Picture As... Save the
picture to the desktop. Remember where you save it and what you named!

Images

poODNPRE

CJpen Link
Cpen Link in Blews Windows
Save Targek As. ..

lucky on comput - o3
700 x 525 pixels . Hnt Tarast x
benedictrmonk. blogsg Shiows Pichure ol

Sawe Pickure As...
E-rail Pickure. ..
Frink Pickure. ..

G0 ko My Pickures —
Set as Background 3
Set as Deskiop Item... E

L |

Copy

Copy Shorkcuk
Easte

Add ko Favaorites. ..

Monitor.arp . FS0R 18
a0 x TE2 pixels - Properties
en.wikipedia. orgf 7 ETTIEAC

5. Return to PowerPoint. (Click on the Microsoft PowerPoint button on the TaskBar).
6. Go to the slide where you wish to add the picture.
7. From the Insert menu, select Picture, then From File...

Insert l Format Tools  Slide Show  Window  Help
=) Mewsdlide  Crlm P 2| 22 yordar

Slide Murmber

Date and Time. ..

Picture (0 Clip At
£% Diagram... | Erom File. .. |
Text Box sh=  Organization Chart

Movies and Sounds  k @ Autoshapes

Chart, .. A4l wordart. ..
Table...

®0E

£«




8. Find the image you saved from the Web and double click on it. It will insert itself onto
your slide.
9. Resize theimage as necessary.

22



Add aline drawing using the Power Point graphicstools.

1.
2.

Click on the AutoShapes menu from the Draw Toolbar at the bottom of the window.
Choose Stars and Banners, then pick a shape. Use the mouse to drag the shape to the
sizeyou like.

3. Fill the shape with a different color.
a. Click on the shapeto select it.
b. Click on Fill Color menu in the
Drawing Toolbar.
c. Click ontheFill Color of your choice.

Adding Graphsto Your Presentation

agbrwpNE

From the Slide Layout pane under other layouts select the Title and Chart layout.
Change the labels (East, West, 1% Qtr, 2™ Qtr, etc) to labels matching your data.
Enter the values to match your data.

To change the chart style do Chart > Chart Type

Explore Chart > Chart Options

23



Part 8: Creating a Slide Show with Transitions and Builds
(Transitions = how you move from dlide to slide)

Transitions
1. Whileinthe Slide Sorter view, go to Slide Show >
Slide Tfansitions

From the Slide Transition pane, explore the various options.

Y ou can Modify Transition Speed or add a Sound. Y ou can also

Advance Slide with each mouse click.

Transitions can be applied to selected slides or all slides.

To view apreview of the transition, click on the Play button.

Whilein the Slide Sorter, asmall transition icon appears beneath

And to the left of each dlide that has atransition applied.

7. Torun the Slide Show

a. Click on the Slide Show icon or from the menus, select
Slide Show > View Slide Show

b. Click on the left mouse button, space bar, enter key, etc.
to advance one dlide.

c. PressESC to exit dide show.

Wn

S CIE
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Builds— Custom Animation

When designing a slide show, remember that your content should remain the center of your
presentation. Y ou want any of the tools you usein your presentation, such as builds and
transitions, to emphasize your points rather than drawing your audience’ s attention to special
effects. Builds allow you to design your text so that bulleted points and objects appear one at a
time. For example, since your audience is used to reading from left to right, design your “build’
slides so that text filesin from the right. Only have text fly in from the left when you want to
emphasize a point.

To apply abuild to aspecific slide to be animated:
1. Select dslide and the text area or graphic
From Slide Show > Custom Animation panes select Add Effect,
then select one of the four eff
- Entrance

Emphasizes

Exit

Motion Path

Practice: Select Entrance > Appear

Use pull down menu for the animation

Select Effect Option

In the Appear window, under the Effect tab enhancements

- Sound (none or what kind)

After animation, whether you don’t dim or select
color to dim to how you want the text to be appear
(al at once, by word or by letter)
Take alook at the Timing tab
Take alook at the Text Animation tab

25



Part 9: Using Color Scheme

Click under Slide design task panel on
Design > Color Scheme

Choose a color scheme and apply it to
your slide by clicking on it. Y(;l?a/
change then all or just one or two.

Y ou can aso select Animation

Schemes from the Slide Design take
pane

26



Part 10: Video

Inserting and Animating Video

1. Click Insert > Moviesand Sounds on the submenu click Movie from Clip Organizer.

Part 11: Saving and Printing Your Presentation

2.

3.

Click the movie clip you would like to
insert into your presentation.

To animate the video, right click on
the video icon. A shortcut menu will
appear. Click Custom Animation.
Choose the animation you are
interested in.

1. Don't forget to save your presentation several times as you work on it
2. Goto File> Saveto start the save feature or click on the save diskette icon.
3. Choose where you want to save the presentation. PowerPoint presentations do take up a

lot of space.
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