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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.

> Visual Aid

B) Launching PowerPoint
From the Start menu click on
> All Programs
> Microsoft Office
> Microsoft Office PowerPoint 2010

®
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. fo save your

My Computer

§

e disk often

laces.

| 2

Recycle Bin

work to a

o

Tnternet ) Accessories
Explorer ) Adobe

.9) ) Burn a CD or Data DVD
e

) DVD

Mozilla Firefox
Office |Q] Microsoft Office FrontPage 2003
m @) Mozila Firefox » |7 Microsoft Office 2010 Tools
) Startup » [A] Microsoft Access 2010
AccuTrack9 & Tntemet Explorer (&] Microsoft Excel 2010
2 Putty (1] Microsoft InfoPath Designer 2010
7 ws_ftp32 (T Microsoft InfoPath Filler 2010
) AccuTrack 9 » [N] Microsoft OneNate 2010
@) ArcSoft Photostudio 5.5 » 0] Microsoft Outlook 2010
) Canon » [P Microsoft PowerPoint 2010
) Powertoys for Windows XP » [B] Microsoft Publisher 2010
) QuickTime » |5 Microsoft SharePoint Workspace 2010
e D (@) Scansoft OmniPage SE 2.0 » (W] Microsoft Word 2010
-~ Acrobat Distiler 9
Network Servers » A Adobe Acrobat 9 Pro
e/ Adobe LiveCycle Designer ES 8.2
(o Apple Software Update
[T Microsoft Forefront
f& prooans ) SharePoint

@ Set Program Access and Defaults

(%) Documents
47 Settings
) search
Help and Support

Run...

Windows XP Professional

OJ  Shut Down...

#Start | P|Presentationt - Microsof... | (W] Power Point 2007 Lesson..,l (W] Dacument1 - Microsoft ...
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C) Eamiliarization with the PowerPoint Window

Quick Access Toolbar Title Bar
Tabs Standard/Formattir;; Groups
Presentationl - Microsoft PowerPoint = [E E2
File Insert Design Transitions Animations Slide Show Review View Acrobg [~ e
= [ Layout ~ . As T L =L i= L iEsE A= I 44 Find
P_g - ‘J B Reset AV b ) = =_= = =='— Sh A Ouick EZ | B Replace -
avs ¢ ¥ Sll;e' = Section = B 7 U § abe <" Aa = E==== Evpes "a'nge ‘?Iln— - W Select~
Clipboard ra Slides Font Paragraph Drawing Editing
Slides Outline | X
1
Click to add title
Left Task Panel
Click to add subtitle
\
Click to add notes \ 0
Slide1 of 1 | “Office Theme™ | <% | \ |[Elsz=m e es% (o) U +) (5
\
Slide

If you click on the File Button, located near the top of the screen on the left side FEEE

are several options displayed. The most important ones are:
¢ New —allows you to create a new presentation from scratch.
e Open... —allows you to open a presentation that has previously been saved.

e Save — allows you to save a presentation your computer in order to view or modify it later.
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Part 2: New Presentation

e When clicking on ‘New’ to create a new presentation from scratch, a window titled ‘New

Presentation appears’. p

o Under ‘Available Templates and Themes’, there are several options that you can

choose from.

= Blank Presentation— lets you choose a blank presentation which you can

modify in your own way.

= Recent Templates- shows the most recent templates that you’ve used.

= Sample Templates — Gives access to different preset templates that you
might use depending on the kind of presentation you are creating, such as
a classic photo album, a quiz show, widescreen presentation, etc.

= Themes — Gives access to different present themes that you might use and
these include the font used, color, color schemes, slide designs, etc.

= My Templates- shows templates that you have created or modified for your

own personal use.

= New from Existing — allows you to use an existing presentation in order

to begin a new one.

Presentationl - Microsoft PowerPoint

@ = I
= save

Save As

[ Open

[ Close

Insert Design Transitions Animations Slide Show Review

Available Templates and Themes

+ fat Home

Info

5 Ry B

Themes My templates

Recent
templates

Blank

Sample
templates

Recent

Print _l

Save & Send

| presentation |

Mew from
existing

Help Office.com Templates

=)

Award
certificates

Search Office.com for templates

a9 |

Calendars Content Design slides
slides

[z Addns - -—
=] Options

Ed Exit

Agendas

) = = =) |
Diagrams Envelopes Flyers Forms Greeting
cards

- = = o =

=2 2 g B

Invitations Invoices Labels Plans Presentations

View

-

-

Acrobat

= = ER

Blank presentation

Create

If you have access to the Internet, you can also check out the sections under Office.com
Templates to get access to more designs, colors, and preset presentations. You can search for
more templates by typing in the specific template you are looking for in the search box and

clicking on the arrow to search online for more templates.

ol
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A) Themes

To apply an theme to a new presentation, simply go to the ‘Themes’ section that is found under
Available Templates and Themes, and select the theme of your choice. This theme includes a
selection of font, font color, background color, as well as slide design. You can click on any one
theme and preview it in the right side of the screen. Once you have chosen a specific theme that
you’d like to use, simply click on the ‘Create’ button underneath the preview of the theme and it
will be applied to your presentation. B

Create

B) Blank Presentations

To create your own presentation from scratch, simply follow the same steps as to apply an
installed theme, but this time instead of going to the Themes section, we’re going to go to Blank
Presentation and then click on Create.

1. The slide that appears is the title slide.

2. Click on Click to add title and type in
PowerPoint 2010 Basics. In the Click to add
subtitle area click and type your whole name and
today’s date.

Home Insert De:

J i Layout -

3. In order to choose a layout for this new slide, we 5=] Reset
will do the following: On the Home tab, under - - Slide ~ ) Section ~
Slides group, click on Layout. Clipboard Slides

4. Scroll through looking at the different options for your slide layout. Click on the layout
called Title and Content to apply it to your slide. Once your layout has been applied,
Eltayout=| _ | . click on the content box and type the
Office Theme \ o following (a bulleted list is inserted by
—— 5 default):

- : e Text Layout (press enter)

i 5 e Content Layout (press enter)

e Text and Content Layout
(press enter)

e Other Layouts

Title Slide Title and Content Section Header

5. Now we’re going to add a new slide after the one we just finished typing. To do this, click
on New Slide in the Slides group under the Home tab, and once again we’ll choose the
Title and Content layout to this new slide simply by clicking on it.

a. Click in the Click to add title area at the top of the slide and type What is
PowerPoint?
b. Click in the Click to add text area to create a bulleted list.
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Write:

Presentation software that uses text (press Enter)
Graphics ( press Enter)

Video ( press Enter)

Sound

6. Add a third Title and Content slide following the same steps that we just went over.
Title: Why use PowerPoint?

Bulleted point: To communicate (press enter)

Subpoint: press the Tab key: Effectively (press enter)

Second subpoint: Appropriately (press enter)

To return to a bulleted point hold down the Shift key and press the Tab key.
Bulleted point: To enhance the presentation

D OO0 CTW

7. Inthe Left task panel, we can see that there are two tabs called Slides and Outline. By
default, we are in the Slides view. Click on the Outline view to see your presentation in a

more organized way using bulleted lists. - S utline

1 PowerPoint 2010 Basics

8. Create a new slide with the same layout Karina Torres
from the Home tab, under the Slides group May 27, 2010
—or press CTRL-M (a shortcut for creating -
a new slide). Use the Slides or Outline view « Text Layout
to type in the following — your choice. - Content Layout
a. Title: Text « Text and Content Layouts
b. Bulleted points: » Other Layouts
» The Good 3. what is PowerPoint?
e TheBad » Presentation software that uses text
e The Ugly - Graphics
= Video
9. Changing Slide Order - sound|

Why use PowerPoint?
* To communicate
— Effectively
— Appropriately
= To enhance the presentation

PowerPoint allows you to change the order
of slides in your presentation quickly and
easily. The easiest ways to view and
change the order of slides are in the
Outline View, Slide View, and Slide
Sorter View.

To change the order of slides in either the Outline or Slides View:
e Click and hold on the slide icon of the slide that you would like to move.

e Move the mouse pointer to the new location of the slide. As you move the
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pointer, a soft blue line will appear that shows you the new position for the slide.
In this case, we’re bringing the third slide up to the second position.

¢ Release the mouse button to change the order of the slide selected.
To change the order of the slides in Slide Sorter View under the View tab:

e Click on the ‘View’ tab at the top of the page and click on Slide Sorter under the
Presentation Views menu.

Bld9-0|+

Presentationl -

Tert Design Transitions Animations Slide Show Review View

I ﬂ - Ruler ._'__'] A color
Gridlines A = Grayscale
Motes Reading | Slide Handout Motes N Zoom  Fitto )
Fage View | Master Master Master Guides Window | mml Black and White
Presentation Views Master Views Show Zoom Color/Grayscale

e Click on the slide that you would like to move and hold the mouse button down.
You will see that your selected slide is outlined by an orange border.

e Move the pointer to the space between the two slides where you would like the
selected slide to be inserted. A line will appear.

<«
PowerPoint 2010 Basics o * Ta commuricats

+ Prasentation software that uses toxt

+ Eraghics
* wdsa
* sound

e Release the mouse button.

10. Deleting Slides
There are several ways to delete slides.

To delete slides in the Outline View:
e Place pointer over slide icon * H until it changes to a four sided arrow.
e Click once to select slide icon.
e Press the delete key on the keyboard.

To delete slides in the Slides View:
¢ Click once on the slide that you wish to delete. This creates an orange border
around the selected slide.
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e Press the delete key on the keyboard.

To delete slides in the Slide Sorter View:
e Click once to select slide you wish to delete.
e Press the delete key on the keyboard.

To delete slides using either the Slides View, Outline View or the Slide Sorter View
e Select slide to be deleted by clicking on it on any of =i ouine s
the three views. ::r'l': o ‘; ‘r’:;’: 2010 Basics
e Once slide is highlighted, go to the Home tab and May 27, 2010
then to the Slides group. Click on Delete in orderto  :
delete the slide selected.

= Text Layout
= Content Layout

*or* =Text and Content Layouts
. . . . = Other Layouts
* Right-click on the slide that you wish to delete B et & P Pomit2
(while in any of the 3 views) = Presef t
e From the drop-down menu, click on Delete Slide. - Sraen

* Sound “a Paste Options:

This will get rid of the slide that you right-clicked

on.
LCollapse | »
Expand | »
=] Mew Slide
. Delete Slide
11. Creating a Notes Page “The G & momote
=The B Demaote
. . . =The L -
A presenter has two jobs when developing a presentation. 4 Movep
One is to create slides that contain concise messages which ¥ | HMowe Dowen
. 5 = - (-] yperlink...
clearly communicate the presenter’s information. The Co | Hyperink
1 3 . . s %_4 Show Text Formatting
second is to communicate verbally, putting each slide’s wromme ,
message in perspective. By creating notes pages, the 5 Trangate

presenter has an organized way of keeping up with the slide
order and notes about the slide.

To create Notes Pages:
o Select the slide for which you wish to create a Notes Page.
e From the View Tab, select Notes Page.
e The slide image will appear in the top half of the page and a text 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 presenting the slide show. They must be printed out in
order to see them.
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Why use PowerPoint?

Slide — |

* To communicate
Effectively
Appropriately
* To enhance the presentation

i Clickto add text

Notes Page

Slide Number —

This is another way to add ~ “'tezdrote
notes to your presentation =¥
slides in the Normal view
(found at the bottom of ERREme e
every slide). You can just click inside the box and start typing your notes.

10
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Part 3: Apply a Design Theme to the Slide Presentations
1. Click on the Design tab and take a look at the Themes group.

Home Insert Design Transitions Animations Slide Show N Wiew Acrobat

. Ce
|'|}| This Presentation = [A]F=
Slide

A [&] Eft

e .
=
Age ' Aa l Aa |
SR | — I ] -

L@ Browse for Themes...
:_‘ﬂ Save Current Theme...

a. All themes include a background design and color, color scheme, font
style/sizes/colors, etc. Keep in mind that you can modify the theme, you just need
to pick a design that you like.

b. As you place your mouse over these themes, you can get a preview of what they
would look like in your presentation. Just look at the slide that you currently have
maximized, and you will see the theme being applied.

c. When you find a theme that you like, simply click on it and it will be applied to
all the slides in your presentation.

2. Once you have selected a theme, you have the option to modify the way it looks. On the
right side of the Themes Group there are three buttons:

a. Colors B colors -
b' Fonts F':Ints -
c. Effects. [@] Efrects ~

3. You can click on any of them in order to change the theme you’re currently using. If you
find any other colors, fonts, or effects that you’d rather have, just click on them and they
will be applied to all slides automatically.

You can choose to save the template that you have modified, in case you want to use it in the
future. To do this, simply click on the Save As button from the drop-down menu in the File
Button on the upper left part of the screen, and on the dialog box that comes up, click on the
down arrow next to Save As Type and click on PowerPoint Template.

Save a5 BYPe | poerPaint Presentation

PowerPoink Presentation

PowerPoint Macro-Enabled Presentation
PowerPoink 97-2003 Presentation

PDF |
APS Documenk

| |»]4

PowerPoint Templake

11
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Part 4: Using Slide Master

One of the most useful tools in PowerPoint is the 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.
e From the View tab, on the Master Views group, choose
Slide Master.

Slide |Handout MNotes
Master| Master Master

e A master slide for the presentation will appear. It -
Master Wiews

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.

e Toinsert a date, click in the text area first. Go to the Insert tab and under the Text
Group click on Date & Time. Select the kind of format in which you want to insert the

date.  » E

e Toinsert a page number, click in the text area. Go to the Insert  pate _ siide
tab and under the Text Group click on Slide number. ETime Mumber

e 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.

e When completing your work in the Slide Master, change back to an appropriate view
by clicking on the Close Master View in the right side of the screen under the Slide

Master tab.
u Slide Master Home Insert Transitions Animations Review View Acrobat
| s Col <
Title E n olors @_ﬁ] Background Styles ~ El E
T4 Rename . Fonts =
rt Slide Insert Master Insert Footers Themes _ Hide Background Graphics Page Slide Close
aster  Layout 54 Preserve Layout Placeholde . Effects - - Setup Orientation ~ | Master View
Edit Master Master Layout Edit Theme Eackground M Page Setup Close

rs

Click to edit Master title style

Click to edit Maste

Part 5: Getting Help

PowerPoint offers Help at two levels.

For a quick explanation of a button, you can just place your mouse over that button, without
clicking on it, and a quick explanation will come up.

12
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Example: Here’s a quick explanation of what the Slide Master View is for. The mouse was
simply placed over the Slide Master Button for a few 1 Ruler
seconds, without clicking on it. 1 Gridiines

5lide Handout Motes )
Master Master Master [ Guides

Master Views Show

Slide Master View

Open Slide Master view to change
the design and layout of the
master slides,

For more detailed help, click on the blue question mark located in the top right corner of the
screen. = EP E2

&

You can then just type in a keyword that will let PowerPoint Help know what you’re having
trouble with. Once you’re finished typing, just hit Search and PowerPoint Help will come up
with a list of links that will take you to possible

solutions to your problem and with more i ===

information. There are even instructional videos W erch - -

available with PowerPoint Help. — =
Ba.Office | searcn support £l bing

If you are unsure of what to look for, you can also el =

look under Browse PowerPoint 2010 Support

and click on any of the links (blue phrases) i Getting started with PowerPoint 2010

order to get you started.
| = Getting started with PowerPoint 2010
_‘ " Familiarize yourself with the ribbon

) ; ; ) J Create a basic presentation

AISO: yOU Wl” be able to get more |nf0rmat|0n |f Deliver a presentation on multiple monitors
your computer is connected to the Internet. Some \

help features will be disabled if your computer

has no internet connection. You can check

Browse PowerPoint 2010 support

.. . Importing content Working with animation
Whether yOUf CompUter haS an EXIStmg internet Organizing and formatting Working with charts
connection by looking at the lower right corner of Using masters Working with movies
the He|p WindOW. Using templates Working with sounds

see all

Part 6: Refining Your Slides

QA e !_earr"' what's new with the Ribbon
Using WordArt e
1. From the Insert tab, under the Text
group, click on WordArt, which is
represented b e |ettel’ A All PowerPoint | | @ Connected to Office.com

4

WordArt

-

|

13
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2. To choose any of the different WordArt

styles available, simply click on the one ] - @ Tc

that you would like to use. \ WordArt| Date Slide  Object | Equation Symb

- & Time Mumber -

I

S,

Editing WordArt

1.

3.

A Text Box similar to the one below will
appear in your slide. You may then type
anything inside the box, and edit the font
now or later. Click anywhere outside of
the box when you are finished.

b ]

Yyour Iext Here

Oo—0—=0

If you would like to change the font size of
your text, simply highlight it by triple-
clicking any of the words inside the text
box. If you move your mouse a little above
your text, you will see that an editing bar
will come up.

With this bar, you
can do all the basic
editing that you need
for your text. You
can change the font
style by selecting any of the other fonts from the drop down menu, you can also change
the font size by clicking on any other number other than the standard (pt. 54), you can
also make the text bold or italic, change its color and borders, etc. Try working with these
options and see how your text changes.

Try out different visual effects to find one that you like
e The green dot at the top of your

highlighted WordArt allows you /'Ej _
to rotate the image by cllckw 0
it and dragging your arrow

e White dots and squares on the\{ YO U r I e)(t H e re

corners and sides allow you to
resize the image by clicking on
them and dragging them inward or outward.

14
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4. Also, once you have inserted a WordArt into your slide, a new tab will be activated. This
is the Format tab under Drawing Tools. Here you can format the style of your WordArt,
the Text (Text Fill, Text Outline and Text Effects), Shape Styles (the box that contains
the text — add background colors, outline, effect, etc.). You can also insert shapes, arrange
the box and change its size (which you can also do by dragging the squares and dots on
the box inward or outward, as we previously mentioned).

Bl =7~ 0O |7 PowerPoint 2010 Basics - Microsoft PowerPoint || Drawing Tools |

ﬁ Haome Insert Design Transitions Animations Slide Show Review View Acrobat Format

“OSOO O - % Edit Shape - . shapeFin- A Text Fill -

AL Loy (5 | E TextBox Abc Abc Abe | || 3 shape Outline - A A | & Text Outline ~

CERAR D 45 —— | = |5| O shape Effects - 7| o) Text Effects ~
Insert Shapes Shape Styles ") WordArt Styles

Inserting Clip Art

1. From the Insert tab, under the Images group, click on Clip Art.
Home Insert Design

bd Gims 54
Picture Clip  Secreenshot Photo
Art w7 Album =

Images

Clip Art -

Search For:

Results shiould be:
All media File types -

w| Include Office. com conbent

2. You will now see that a Clip Ar
the right side of the scree#r

3. Inthe Search for-Dox type in the “art” you want and
click the Go button. Explore the options.

4. Try searching for birds, cats, and computers to see what
you find.

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

6. Practice moving and resizing the Clip Art. Click once on
the item to select it, then drag the “handles” (boxes at
corners and sides) to resize the object.

7. To take away the menu on the right-hand side, simply
click once again on the Clip Art button that you
originally pressed.

Prtactice: Search for a picture of a computer and put it on your

1% slide.

u will come up in =

Add an external photograph or picture to your slide
1. Minimize PowerPoint. (Click on the little dash button in D Find more st Office,com
the upper right corner.) € vines for fincing images
2. Open the Web browser (Internet Explorer)
3. Surf the net to find a picture you like. (You can go to http://images.google.com)

15
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Once you locate a picture you like, move the cursor over the image and click the right
button of the mouse until the pop-up menu appears. Click on Save Picture As... and save
the picture to the desktop. Remember where you saved it and what you named it!

Open Link.

Open Link in New Tab
"~  Open Linkin New Window
Hudson Librar Saye Target fs...

965 % 1024 - £ Print Target k 'j|3£I
hudsonlibrary. show Picture
Find similar i | e—r——"

E-mail Ficture. ..
Prink Picture. ..

5o ko My Pictures
Set as Background

20k
Copy o
Copy Sharkcut

Paste

Return to PowerPoint. (Click on the Microsoft PowerPoint button on the TaskBar).

Go to the slide where you wish to add the picture.

From the Insert tab, under the Images group, click on Picture.

A new window will come up prompting you to locate the picture that you want to use in
your folders. ONCe YOU  puppmremmms oo
locate it, you can click BRI & e purec 3 @-c Xoim-
on it once and then click ugzti;;ﬂi -y
on Insert at the lower @ oesee - e

=) My
B icuments

Elue hills Sunset ‘Winker

window, or just le _:;;";T;;,k
click on the picture and~_ ™"

it will insert itself onto T~
your slide.

Resize the image as
necessary.

File name: | v |

Flles of Lype: | allpictures i

T ‘\\qm-mm

16
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Add a shape using the PowerPoint graphics tools.
1. From the Insert tab, under the Illustrations group, click on Shapes.

Y

Shapes Smartart Chart

INlustrations
2. A drop-down menu will come up, with all ’—' _
kinds of subcategories to choose from (lines, 2J ﬁi w
rectangles, basic shapes, block arrows, etc.). QR Sartart Chart | Hyperlin

To use any of them, simply click on the one Recently Used Shapes

that you would like to use and it will be placed NOOOAL LSS
in the slide you are currently viewing. Use the | & ~ ~ £ & 4

mouse to drag the shape to the size you like. Lines
SONSTLLL T RN %
3. Once you select a shape, a new menu will L=
appear in the upper side of the screen, called Hobobbboo

Basic Shapes

Format. Here you can change the color of OANDASTOG

your shape, the shape outline, its position in the ELOOOF L ZOO B
slide and its effects. You can also insertother G o@a @ = ¢ @~

shapes without having to go back to the Insert

tab.
ﬂ| H by I L N Presentationl - Microsoft PowerPoint | Drawing Tools |
ﬁ Home Insert Design Transitions Animations Slide Show Review View Acrobat Format
S [ (O - % Edit Shape - I l 4 Shape Fill - A Text Fill -+
ML = R Text Box Abc m = | L shape Outline - A A ' M ETE’d Outline
AR 45 | 3 Shape Effects ~ =[O\ Test Effects -

Insert Shapes Shape Stvles NordArt Stvles

*To delete your shape, just select it by clicking once on it and then hit the Delete button on
the keyboard.

Adding Charts and Graphics to your Presentation
There are many different ways to present information in PowerPoint. If you have any sort of data
that you would like to add to your presentation, you can insert many different charts and graphs

available in PowerPoint 2007 in any of your slides. In order to do this, click on the Insert tab.
Under the Hlustrations group, click on Chart.

@ Q‘ﬂ.ﬁ

Shapes Smartart Chart

lllustrations

17



@ Trinity College Neighborhood

INfofdAlE

1300 Broad St.

Hartford, CT 06106 (860) 297. 4277

Technology Center

Once you do this, a window will come up asking you to choose the kind of graph that will best
represent your data. There are many formats available — column graphs, pie charts, line graphs,
etc. Once you have found the format that will best suit your information, click on it and then
click on OK in order to insert it in your slide. Don’t worry about the actual data — you will be
able to modify the graph’s contents once you insert the chart.

Insert Chart

£3 Templates Column

et Mﬂﬂﬁ_ Mﬂ_ Wﬁ_ |Eﬁ ﬂﬁ Ji

% E |Jd]ﬂi |lEﬂ: ﬂH: @ﬁi |J;‘-i-f,£ |L5£ Mﬂ 1
@ xvea || R IBe) (s8] A | b

i e EEEEEEE
T el el an e
(S rempiatee.. ] [ stos befodichat | o ][ o |

Once you insert your chart, a Microsoft Excel spreadsheet will come up on the right side,
splitting the screen with your PowerPoint presentation. This is because you can now edit the data
in your chart by changing the numbers in the Excel spreadsheet. Take a look at the different
numbers and titles in the spreadsheet, and to their corresponding color, axis and columns in the
PowerPoint chart.

m 5eries 1

m Series 3

Category Category Category Category

1

2

3

4

mSeries 2

L R e A

A

Category 1
Category 2
Category 3
Category 4

B
Series1
4.3
2.0
3.5
4.5

Series 2

C D
Series 3
2.4
4.4
1.8
2.8
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If you want to have a chart with fewer ‘Categories’ or fewer ‘Series’, you simply have to go to
the excel spreadsheet and drag the lower right corner of the table until only the categories you
want to keep are inside the gray margins. For example, if we are getting rid of Series 3 (column
D), and Categories 3 and 4 (rows 4 and 5), our table will look similar to the one below:

A B C D A B C D
1 Series 1 Series 2 Series 1 Series 2 %Series 3
2 category 1 4.3 2. Category 1 4.3 2.4% 2
3 Category 2 2.5 4. 2
4 Category 3 3.5 1. 3
5 Category 4 4.5 2. 5
Taking away Column D Taking away Rows 4 and 5

Once you get rid of these columns and rows, you will notice that your new table in Excel now
has a new bright blue border around it, and your graph in the PowerPoint presentation is
automatically adjusted to fit the new data from the spreadsheet.

.o A B c D
3.; 1 Seriesl Series2 |Series 3
2-2 mSeries 1 2 Categoryl 4.3 2.4
= =serie=2 " 3 Category2 2.5 4.4
0.5 4 Category 3 3.5 18

¢ 5 |Category 4 4.5 2.3

Category 1 Category 2

If you would like to change the titles in your graph, simply edit the data in the spreadsheet and it
will automatically be changed in your presentation. These same concepts apply when editing
other graphs such as line graphs, pie charts, etc.

Also, you can change the design of your graph (including colors, borders, style, and graph type)
using the Chart Tools shown at the top of your screen once you have inserted your chart. There
are three tabs available, called Design, Layout, and Format. We will go over each one of these
briefly.

i. Design — With the Design tab you can change the overall appearance of your chart. If you
take a look at the Chart Styles group, you will see that there are many different sets
of colors that you can choose. Just click on any of them in order to apply it to your

chart:
Chart Tools
W View Acrobat Design | Layout Farmat
Chart Styles
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You also have Chart Layouts, which allow you to change the layout of your graph
P (in this case, we’ll change the layout of a pie chart).

) @I @ . By default, the pie chart is created with no labels on
—— | — itsfour segments, but you can choose to change this

simply by clicking on any other layout available:
Chart Layouts

Sales ath Qtr Sales
8%_\

3rd Qtr
10%

W 1st Qtr
m 2nd Qtr
= 3rd Qtr
= 4th Qtr
Before After
You can also change the data in your graph by making use of mmn
) EE IR
the buttons under the group Data. Remember that this can q] =] e
also be done by simply editing the data in the Excel Switch  Select Edit Refresh
spreadsheet that appears when you first insert your graph. R A T
Data

ii. Layout — Within this tab, you will find even more options to edit the data being
displayed in your graph. You can add/modify all sorts of axis, titles in your graph and
different options with these tools. Take a look at all of them and try applying a couple
to your chart.

14 Design Transitions Animations Slide Show Review View Acrobat | Design | Layout Format |

I ENFEEEEE IR EEEE

Ficture Shapes Text Chart  Axis  Llegend Data Data Axes  Gridlines Plot Chart Chart 3-D Trendline Lines Uj
= Box Title = Titles = Labels » Table Area Wall - Floor~ Rotation
Insert Labels Axes Background Analysis

You can also insert different graphs including Shapes, Pictures and Text Boxes by using the
Insert group on the left side of the Layout tab.

hal| [ [A
Picture Shapes Text

i Box
Insert
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iii. Format — With this tab, you can format the graph that you have entered. You have
options such as the Shape Styles group, which lets you give different styles to your
graph. For example, if we insert a chart, you will see that it has a predetermined color.
You can choose to change this by doing the following:

a. First, select the part of the chart that you would like to change. In this case, we
will select the group of purple bars in the bar graph simply by clicking on one of
the purple bars. (If we wanted to just select one of the bars then we just have to
click not once, but twice on the specific bar).

5
4 |
3 |
WSeries1 . | 2 mSeries1 |
mSeries2 1 W Series2
0 |
Category Category
1 2 3
All three bars selected Only one bar selected

Once you have selected the bars that you want to modify, simply click to expand the choices
under the Shape Styles group, and you will see all the different color schemes that you have
available for use in the graph:

Click on any of them, and you will see how the

(e G Cod (o) [ *<J color of the bar(s) you selected changes. Try

] ] this with different colors! If you want to try a
[:] m C] color that is not being offered here, you can

o .. N ... always make up your own fill color, your own
. ! ! @ a outline, and even give 3-D effects to your shape
@ [ﬁj |iJ |' Abe | N by using the 3 other formatting buttons under

I _ the Shape Styles group:

DocGuao Q2 shape -
‘T LELL 2 srpe otine -

= Shape Effects =

Abc | Abc

Try playing around with these buttons and add more life to your graphs!
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Adding SmartArt Graphics to your presentation

With PowerPoint 2010, you are not limited to adding one-dimensional text boxes or plain
directional arrows in a graph. Now there are SmartArt graphics, which can have many effects,

shapes,

To add

1.

2.

among others. You can also add WordArt, charts, shading, reflections, glows, and more.

a SmartArt Graphic:

Click on the Insert tab. Under the Illustrations group, click on Smart Art:

D=

Shapes Smartart Chart

INMustrations
A new screen will pop up, asking you to choose the kind of SmartArt that you would like

to use. There are many different categories to choose from. Click on any SmartArt and
you can see a quick description + what it looks like on the right panel of the window.
Once you find one that best fits the information you want to display, simply click on it
once and then click on OK in the bottom right corner.

Choose a SmartArt Graphic

k=

All

[-1-1]

B

=
b

@ Bl - @ B &

List
--
Process
Cyde m

Hierarchy -]

Relationship

Lt

Matrix .

Pyramid

Basic Block List

Ficture e 9 - T T rr “i Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for

] shapes.
-1 E! =
sz HEE E_ = =

Office. com

QK I Cancel |

Once you have inserted your SmartArt, you can start typing in your information. On the left
side of the SmartArt, a text box will appear. You can either type into the text box or directly
into the slide. The textbox is simply a preview method, and it lets you jump from titles to
subtitles easily.
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I'ype your text here =2 (|

| Basic Block List... |

Once you are done typing in your information, you can choose to edit your SmartArt by
changing the colors, adding different effects, etc.

In order to change the colors, simply select your SmartArt by clicking on the thick light blue
border around it. Then click on the Design tab, and under the SmartArt Styles tab, you will
see a button called Change Colors. Click on it in order to change the colors of the SmartArt
you have selected:

— y
I =
l _ Reset Conve

— T | Graphic -

Primary Theme Colors 4

LI 1 [ 1] e

(N | |

C i1 [ .

Colorful

Il il I EE e

Il S Il e |

Accent 1

[ I 1 I B e

L L I B I

LIl I N

Accent 2

[ [ ] SOl Bl EE EE

L I | Nl BN & I

1] . I .

You can now choose from a list of preset colors available, under different groups. Click on
any one set of colors in order to change the SmartArt that you have selected.
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Finally, you can also add different effects to your SmartArt. Next to the Change Colors button,
there are different SmartArt Styles that will add emphasis and give your presentation a more
professional look. To view more styles, simply click on the down arrow and more options will be
available. In order to preview any of these, just bring your moySe over the style you want to
preview, and the SmartArt in your slide will automatically cange. Try this with all effects
available, so that you can make the best decision and choogt the style that best fits the
information you’re presenting.

Best Match for Document

nn

i nn

‘L

mnn

PowerPoint will offer you the best styles that match your document on the upper part of the
window pane, under Best Match for Document. You also have more options under 3-D that
will make your information look more sophisticated. Once you have found the style (or

styles) that best fit your information, simply click on it once, and the style will be applied to
your SmartArt.

To add effects to your graphs, charts, pictures, or videos:

You can add effects like shadow, reflection, glow, soft edges, warp, bevel, and 3-D rotation
to shapes, SmartArt graphics, tables, text, and WordArt in your - Picture Effects <] | %
Office PowerPoint 2010 presentations. This adds a more
professional look to  your presentations, and you can give more
emphasis to certain points by adding specific effects to it.

a. You will first need to select the object to which you want to
add an effect. To do this, simply click once on it — whether
it’s a chart, a picture, a graph, etc. — and then click on the
Format tab that will appear once you select your object.

b. Once you do this, you can now click on Picture Effects (or
chart, video, etc., depending on the object selected):

c. Now you will see a drop down menu with all sorts of effects

«a# Reflection 3

‘__; Glow 3

_— Soft Edges 4

that you can add to the object you have selected. Once you ) Bevel v
find an effect that you like, click on it once and it will be
applied to the object you selected. 1,_]_“ 3-D Rotation
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Picture with no effects

Part 7: Presenter View

By using two monitors, you can run your Office PowerPoint 2007 presentation from one
monitor (at a podium, for example) while your audience views it on the second monitor.
Presenter view offers the following tools to make it easier for you to present information.

\\\A 4

Jw 7’

///i\l\

L

Picture with effects

In order to access presenter view, you need to make sure that you have 2 monitors connected.

Presenter View will not function if you don’t have two monitors connected. Once you do

this,

a. Click on the Slide Show tab
b. Check the box next to Presenter view, under the Monitors group.

Resolution: Use Current Resolution -

-

|:| Use Presenter View

presentation for your audience.

or the next bullet in a list.

your presentation.

Monitors

You can use thumbnails to select slides out of sequence and create a customized
Preview text shows you what your next click will add to the screen, such as a new slide
Speaker's notes are shown in large, clear type so that you can use them as a script for

You can black out the screen during your presentation and then resume where you left

off. For example, you might not want to display the slide content during a break or a
question and answer period.
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Part 8: Creating a Slide Show with Transitions

Transitions (how you move from slide to slide)

1. You first need to select the slide that you want to add the transition to by clicking once on
it. This can be done in either the Slides view, the Outline view, or the Slide Sorter view.

2. Now go to the Transitions tab, and look at the group called Transition to this Slide.

Home Insert Dresign Transitions Animations Slide Show Review View Acrobat

O M= =2 F @ @ =5 m & = =

Mone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover = EfTEd
Options =

Transition to This Slide
3. You can then bring your mouse over any of the transitions available, and a quick preview
of what it looks like and what its effects are will apply to your slide. This is very useful
because you don’t have to click on anything in order to preview it, you can simply bring
your mouse over a transition that you’re interested in. There are more transitions

-

available, simply click on the down arrow ~ and a menu will appear with all the
transitions that are available for use. To apply any of these transitions to your slide,
simply click once on the transition you’ve chosen.

Home Insert Design Transitions Animations Slide Show Review View Acrobat

Subtle

- = f @ = & I [k =
o) [ I 11 x{
Mone Cut Fade Push Wipe Split Reweal Random Bars Shape Uncove
Cower Flash
Exciting
- - _ _
O Em @ @ e o pe
i e &4 [P [ © ¥ o 2
Dissolve Checkerboard Elinds Clock Ripple Huneycumb Glitter Vortex Shred Swritck
- —
= | ] a A.!
Flip Gallery Cube Doors oxX Zoom

Dynam ic Content

Ferris Wheel Conwveyor Rotate Window Orbit Fly Through

4. To the right of the transitions, there are three buttons:
¢ Sound: [Mo Sound] -

5. You can choose to apply this transition only to the ] R
slide that you’re working on or to all slides. If you pRELHE I
want to add this transition to all the slides with just 430 Apply To Al
one click, simply click on the Apply To All button. Timing

6. By using the Duration button, one can modify the length of the transitions by using the
arrows to add or lessen the time of the transitions.
7. You can also add sounds to your transitions, simply by choosing an option other than No
Sound from the Sound button.
8. While in the Slides View and the Slide Sorter View, a small transition icon (a star)
1

appears beneath each slide that has a transition applied. &
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9. To run the Slide Show

a.

b.

You can either run it from the slide that you’re currently on, or from the
beginning of the presentation (first slide).

Click on the Slide Show tab, under the Start Slide Show group; and click on
either From Beginning, or From Current Slide.

5\

From From
EBeginning Current Slide

Click on the left mouse button, space bar, enter key, etc. to advance one slide
when viewing the presentation.
Press ESC to exit slide show.

Part 9 — Custom Animation

When designing a slide show, remember that your content should remain the center of your
presentation. You want any of the tools you use in your presentation, such as 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 files in from the right. Only have text fly in from the left when you want to emphasize a

point.

To apply a build to a specific slide to be animated:
1. Select slide and the text area or graphic (this means that whatever it is that you are selecting

has to have a box around it with ‘handles’ — the tome et Des
white dots and squares).

Anima tions Slide Show

2. Click on the Animations tab. Under the =
Animations group, different options for Frianee _,
animations in PowerPoint will be given. Ll e So S s
3. By clicking on the down arrow, more options for = = A i? e
animations will be given. To add an effect to the ~ ewress
selected text or graphic, simply click on an effect = k.
listed under the four effect lists available: [ c i k
e Entrance e e
e Emphasis
e Exit H e
e Motion Path % * 1

4. Click on the animation that you would like to
apply to the selected text or graphic. R
a. If you would like to preview the /'f :

Zoom Swivel Bounce

©O0

More Entrance Effects...

Emphasis Effects...
More Exit Effects...

animations, simply click on More Effects 7 e otion atne..
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and once the new window pops up, you can click on any of the animations available
and preview it in the slide that you’re working on.

Practice: Select Entrance > Fade
e Click on the arrow beneath the Effect Options button for additional effects.

¢ Inthe Appear window, under the Effect tab enhancements

e Sound (none or what kind) 2

e After animation, whether you  grract | rining | Text Anmation |
don’t dim or select color to

dim Enhancements

e Animate text, referring to Sound: |[ta Sound] [ | «
how you want the text to #fter animation: IDu:un't Dirn j
appear (all at once, by word
or by letter)
e Take alook at the Timing I 3: o delay between |etters
tab
e Take a look at the Text
Animation tab
When you’re done editing your animation
effects, just click on the OK button at the

animate texk: IF'.II at once j

bottom of the window.
O Cancel

Part 10: Video

Inserting and Animating Video &’0 \@
1. Go to the Insert tab, under the Media Clips group; and click on the '
Video Awudio

down arrow under the Video button. _

-

kedi
2. Click on the second option, Clip Art Video. -

a. PowerPoint will now give you the option to search for videos not just in the
software, but on the internet as well. If you have an internet connection, you
should check the “Yes’ button so that all future results of your search will also
consider movies from Microsoft Office Online.

28




@ Trinity College Neighborhood

1300 Broad St.

Hartford, CT 06106 (860) 297. 4277

M@ cI|

Technology Center

3. After making a search, you’re able to preview the clip in order to decide which one you
want to add to your slides. To do this, simply cllck on the down arrow next to the clip

you would like to preview and click on
Preview/Properties.
4. If you decide you wa
to your slide, simply cl
5. If you would like to ani
(add an entrance effect, et
so by simply selecting your
slide (one click) and then goi
Animations tab.

k on it once.
te your video
you can do
ideo on the

Part 11: Saving and Printing Your
Presentation

1. Don’t forget to save your presentation
several times as you work on it
2. Go to the File button on

| Clip Art - X
Seatch For:
Qo
Results should be:
Selected media fils bypes -

| Include Office,com conkent

Insert
LCopy
Delete from Clip Organizer

Copy to Collection...

Edit Keywaords...

Preview/Praperties
(|

bave As L dp

Savein: I D My Documents

the upper left corner and

Fl @- Xod-

) Canon
‘_‘,5 )My eBooks
My Recent jmy Music
BERELS ﬂMy Fictures

= EMV ideos
La My wWeb Sites
) Updater

) Updaters

then click on Save to
start the save feature or
click on the save diskette
icon to save it

)

automatically under the Ny
- - [y Documents
same name in which you .
opened it. %
. My Computer
a. If youwould like «
to save your o~

PowerPoint2010 e

File name: Presentationt

presentation to a

format that is
compatible with ek o

PowerPoint 2003,

%P5 Document
PowerPoint Temolate -

5ave as BYDE! [powerPaint Fresentation

PowerPoint Macro-Enabled Presentation
‘owerPoint 97-2003 Presentation

LI e

Cancel |

P}

simply go to Save As and choose the option ‘PowerPoint 97-2003 Presentation.’

3. Choose where you want to save the presentation, give your presentation a name on the
File Name bar, and then click on Save in the lower right corner. Remember that
PowerPoint presentations do take up a lot of space.
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Save in: I@ Dreskiop ;I @ - 3| X Cy EE-
[ My Recent | My Documents
Documents J My Caormputer
(&2 Desktop [ Jry Network Places
My
(=14 Docurnents I:SEI

j Zompuker

‘3 Iy Mebwork,
Places

File name: [wwehat is PowserPoink ks

Save as bype: IPowerPoint Presentation . ppks)

=
=l

Tools 'l

Cancel

S I
Save I/

a. PowerPoint 2007 automatically saves your presentations every 5-10 minutes. You

can also quickly access the Save button i from the Quick Access toolbar
located in the upper left corner of the screen.

modify it. To do this, you should choose the fifth

4. You can also save your presentation so that it can be viewed but no one would be able to

option from the top on the Save menu,

called PDF or XPS. Remember where you’re saving it!

If you would like to print your presentation, you can do so by simply clicking on the
Office Button in the upper left corner, and then selecting Print from the menu. On the
Print menu, we have different choices. You can read the description under each one for

basic understanding.

a. If you select the Print option, you can change the way the presentation will be
printed. You can change the number of copies of your presentation under the
option Number of_  prr—

. ed
copies. You can also _
ChOOSG tO prlnt yOUI’ Marne: % Canon RZZFOMRZET0 PST j Propertics |
presentation as a St e Fig prer... |
H YpE:
handOUt (Several Slldes where: 1300broad. coprn. krin ; ;
per page), as notes Cornment: I Print to file
H H — Prink range Copies
pages (SI Ides Wlth = Al © Current side € Selection Mumber of copies:
notes in the lower half ¢ Custam shaw: | = —
of the page) or as an € Sides: | ﬂ ﬂ
Outllne (ln the Same - If??l.::asr_sllié:le numbers andjor slide ranges. For example,
way the presentation is el
viewed in the Outline P e Handouts
- H - Handout: x ides per page: - E”El
View). Simply click on  ze— =l | sidesporpese: =] |
i Order: % Horigontal € Vertical e
the down arrow to Hotes Pages
open the drop_down Outling Yiew :; Ecale tol.zt paper :: :in’: hidclllin slides
- rame slides I uall
menu and CIICk on the - Prin?comments and ink markup S
option that you prefer. Previen | e ot | cancel
b. Once you’re done with

the printing settings, just click on the OK

utton to print.
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