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By the end of this class, you will knowhow to:

use PowerPoint menus
create a new slideshow

add new slides

add images, movie clips, text
manipulate objects

add backgrounds

change views

use slide transitions

save your slideshow

To To To Io Bo Do Do Do I

What Is PowerPoint?

Microsoft PowerPoint is @ommonly used presentation program used in business,
education and training. PowerPoint allows you to add multimedia elements to a
slideshow presentation including vision, sound and video.

Opening PowerPoint
1. Click onStart

2. From the Start menu, ctk on All Programs

3. Click onMicrosoft PowerPoint
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The PowerPoint Window

Menu bar
r|E|| H9-0|= I Prsgwtationl - Microsoft PowerPoint | = | El ﬂ
Home Insert Design Transitions Animations Slide Show Review View I @ 0
== ¥ S [ Layout - N R I} =R T Shape F 34 Find
B | &= = A . . @ 0 & - | 8 Replace -
Pavste s Sw;‘:’. _— B 7 U 8 abe 2~ Ag A Shavpes Arravnge ___ s Select -
Clipboard 1= Slides Font Paragraph Drrawing Editing
Slides Outline » |
1 Ribbon bar
Slide preview
(|
Slides
layout . .
- Click to add title
pane i
{ . .
Click to add subtitle
. U]
Presentation notes
‘ Click to add notes AI
slidel of 1 | “Office Theme™ | <% | |f§]33 E 2 77% () »; {£)

Creating A New Slideshow Using A Template
1. Open PowerPoint. A blank presentation will open. THew presentation paneis
displayed on the right side of the screen.

2. Select theDesignribbon bar
lﬂf H9-0|s Presentationl - Microsoft PowerPoint —

Home Insert Design Transitions Animations Slide Show Review View

== =l —

_I E_—‘ ’ Aa Aa Aa I Aa %D \a 1

Page Slide [T T [T TP el | LT

Setup Orientation ~ e B
Page Setup Themes

Select a template from theThemes Watch yourslide previewupdate.
Click on thedropdown arrowmto view more templates.
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3. If you would like to use another templatgust selectanother templateand the slide
preview will update accordingly
[EH H9-0|= Presentation"lTr-Microsoft PowerPoint | = | El Q
Home Insert Design Transitions Animations Slide Show Review View o o
OB [a |[% S
SP;?J; Orieiltigteionv [psr—— [e—— - @Effects .| [0 Hide Background Graphics
Page Setup Background
Slides Outline | X
2 €
I J |5 | 2
Click to add tit
Click to add subtitle
‘ Click to add notes by
slide1of1 | Flow | <J | [Ez=pz o0 ®H
3. Click in the space labelledClick to add title . Type your name.
4,

Click in the space labelledClick to add subtitle. TypeAll about me.
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Adding A New Slide
Under theHome Ribbon bar

-
Blld9-0|
Home Insert Design Transitions
1. Click theNew Slidebutton || |4 * || ]|~ Layout ”
— R
53 =) Reset
Paste Mew . F u
- Slide =| 5 Section - =
Clipboard Slides

2. A new blank slide will display.
Select theContent with Captiorfor this slide with theLayoutbutton
Rld9-0|= Presents
Home SISTSESS il Transitions Animations Slide Sho
=" & > == Layout = A =L -
= .
4. Click in the area that say<lick to add title . TypeMy Favourite Animals.
5. Click in the area that say<lick to add text. Type three of your favourite animals.

Adding An Image
If you have a slide layout that has a place for an image to be insertg@du can easily add

an image (or other type of multimedia) by clicking the appropriate icon:

Insert Chart
Insert
Table \ \ Insert Smart Art
Insert | _ EH 1N
Image \
—> | Insert Media Clip
Insert ClipArt /
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Adding A Clipart Picture

1. Click theClipart Picture icon

Clip Art v X
Search for:
) ﬂcat
Results should be:
All media file types E
. . . [¥] indude Office.com content
2. Thelnsert Clip Art pane will display Provided by: Microsoft /

3. In the search text field, type the name of
one of your favourite animals

[m

O Find more at Office.com

0 Hints for finding images

4. You can limit your search results to a particular type (e@nly photos, or only
clipart) by clicking theResults should bedrop down menu and ticking the type of
images you would like to see.

5. Click Goto search

6. A list of results will display. When you find the picture you want to uskgk on it
to place it into your presentation.
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Adding A Picture From A File

1. Click thePicture icon from the Insert ribbonbar

-
IE]? HY-0= Presentationl - Mii

Home Insert Design Transitions Animations Slide Show Review
3 ‘ f | h L A
QL (&4 EA ¥ 21—“3? i hc5) |

Picture |Clip Screenshot Photo Shapes SmartArt Chart Hyperlink Actio Text

Art 4 Album v ¥ Box
Images Illustrations Links
2. Using thelnsert Picture pop-up window, find the picture on your computer or disk
3. Select the picture and clickhe Insert button

Adding a Movie Clip
You can add a movie clip to your presentation from the Movie Clip Organiser or as a file
on your computer.

Adding a Movie Clip from the Movie Clip Organiser
1. ClickNew Slideto add a new slide to your presentation

2. Click in the area that say<lick to add title . TypeMy Favourite Music.

3. Click in the area that say<lick to add text. Type three of your favourite bands or
musicians.

2. Click on thelnsert Ribbon bar

E Home Insert Design Transitions Animations Slide Show Review View &G
e | 1 ) P
D HE - B P2l @5 045 Q&
il F = v = X
b | & L =) = &
Table Picture | Clip |Screenshot Photo Shapes SmartArt Chart Text  Header WordArtb Equation i udio
= = Album = = Box & Footer = g o =
Tables Images Ilustrations Links Text S;-W Media

3 Click onthe drop down arrow benedt Video

4. Click onClip Art Video

5 TheClip Art pane will display on the right with a list of movies available
6 Click on the movie you want to insert it into your presentation
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Adding A Movie Clip From A File

1. Click on thelnsert menu at the top of the screen

2. Click onMovies and Sounds

3. Click onMovie from File

4. In the Insert Movie pop-up box, find the movie you want on your computer or disk
5. Select the movie and click thénsert button

6. When PowerPoint ask®o you want your movie to play automatically in the

slide show?, click Yes

If you chooseNo, you will need to click on the movie to play it when you are viewing
the slideshow.

Adding Text
You can add an additional text area to a slide at any time usingettext tool.

1. Click on your favourite animals slide in th8lider layout Paneon the left side of
the screen

Presentationl - Microsoft PowerPoint

@,
)
5

N -

ile Home  Insert Design Transitions Animations Slide Show Review  View

..g ~1-3 :i;f _’ij 9:| w‘p‘J Vf) [¥] Piay Narrations

&)

[¥] Use Timings

¢

3
3

o Broadcast  Custom SetUp  Hide | Rehearse Record Slide _
tSlide ~Slide Show Slide Show~ | Slide Show Slide  Timings ~ Show~ (Y] Show Media G

Start Slide Show Set Up

inning Cur

&

Be.

Slides | Outline | x| =

1

purite Music
Masswe
Qren
COW 5 |
| 3 <« > 000000 3 ‘
4 L wm ] » i
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2. Under thelnsertribbon bar, selectText Box
:]y H If) - = Presentationl - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review
j i B o B [ P o
Table Picture Clip Screenshot Photo Shapes SmartArt Chart
v Art v Album ~ v
Tables Images Illustrations Links
3. Click and drag the mouse cursor underneath the

picture of the animal

4, A text ox will appear. Type a short description of
the picture.

Formatting Text
You can change the look of the text inside the box by usiRgntand Paragraphsection
under the Home Ribbon Bar

|E|| H - = Prezentationl - Microsoft PowerPoint
File Home Insert Design Transitions Animations Slide Show Review Yie
Tty = ., ; AL
=) | :_I Constantia (Body = 18 ~ A o7 25 = -i=- iE4E 1=- “+“
L ] = e
Paste Mew . B 7 U 8 ahe &V- a0 | A~ |I=E=E == 2=~
- F | siider T = - - »-
Clipboard = Slides Font 7] Paragraph ”
8 g Adds ashadow to the text in the text box
A“ a1 Increases or Decrease the size of the text in the text box
A - T Changes thecolour of the text, to the stripe of colour displayed under the A. To
|

select a new colour, click therrow next to the A.
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Formatting Text Boxes

1. Select the text box you would like to format. You will notice a new tab will open up in the
top ribbon calledFormatunder Drawing Tools

Presentationl - Microsoft PowerPoint Drawing Tools

[Pl 9~ G

Home Insert Design Transitions AN mg » Review View Format

ExNOoO - &

5
T Iz

41 Bring Forwar

S shape Fill = &/ A -
AL Lol o) Abc [AbCJ [Abf} L sShape Outline ~ . & - | [ sendBackward ~ [g]
G s 4 2 shape Effects ~ 5%']':,_?, + | By, SelectionPane Sk~
I Insert Shapes Shape Styles « | WordArt Styles Arrange

Changes thebackground colour of the text box to the stripe of colour displayed under
the paint can. To select a new colour, click therrow next to the Shape Fill

Shape Outlinechanges theborder colourof the text box to the stripe of colour displayed
To select a new colour, click tharrow next to Shape Outline

In the Shape Qutline menu > you can banges thethickness of the bordemwith Weight
In the Shape Qutline menu > you can banges thestyle of the borderwith Dashes

Shape Effectswill give some add some cool effects to your text. Try out some different
effects.

1. Click on the text box underneath the animal
picture that you just created

2. Click onShape Filland change the
background to white

3. Click onShape Outlineto change the border
to red and the Weightto 214 pt

4. Highlight the text by clicking and dragging
over the words.

5. Click on thearrow on thefont colour icon _ '
to change the text to blue. ﬁv e rormat
[y Bring Forward ~
&7 ~ | [ Send Backward ~

Quick :
Styles ~ X ‘3;{;,, Selection Pane

WordArt Styles 1% Arrange

10
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Moving, Resizing And Rotating Objects
You can moveresize and rotate any object (text box or image) that you place on a slide.

1. Before you can move, resize or rotate an object you must first select the object by
clicking on it once
2. When the object is selected, you will segandles to show you that it is selected

Rotate
handle

Resize
handle

3. You can move or resize many objects at once by clicking and dragging a square
with your mouse around the group of objects you want to move

Moving An Object

1. Click on the object

2. Move your mouse over the object until turns into a4 sided arrow (you will need
to hold your mouse over the border of text boxes)

3. Click and drag the object to the position you want it

Resizing An Object

1. Click on the object

2. Move your mouse over one of theesize handlesof the object
3. Click and drag the object to the desired size

Rotating An Object

1. Click on the object

2. Move your mouse over the greerotate handle

3. Click and drag to rotate the object to the desired angle

11
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Changing Slide Backgrounds

You canchange the background for individual slides or all the slides in your presentation.
You can have glain coloured backgroundgradient background,textured background,

or apicture or photo as your background. Remember that when you choose a
background, the text and content on your slide needs to be easy to see and read.

1. Click onDesigntab on the top ribbon
Home Insert Design Transitions Animations Slide Show Review View

3 nCoIors - &
’ Background Styles |
F-g | ENEN]T Begt
= @Effects . |:| Hide Background Graphics

Page Slide (1] LI
Page Setup Themes Background

Setup Orientation ~

2. Click onBackground Styles.

3. Hover over styles to preview. Confirm your selectiondlicking on it
oft PowerPoint | = | B [
Slide Show  Review  View o @

nColors' f m
[| — @Background Styles

,ﬁ"ﬁl

@ Format Background..

i
|
4. For more options on background styles select the Format Background button in
the Background Styles menu

12
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Format Background window
Format Background

[ Fill Fill
™ solid fill

@ Gradient fill

(71 Picture or texture fil

1 Pattern fil

[T Hide background graphics

Preset colors:

Linear

0=

Picture Corrections
Picture Color
Artistic Effects

Type:
Direction:

Angle:
Gradient stops

-
-

[=]

] [ @ @

Brightness:

U

Rotate with shape

Transparency:

U

41k

Position: |0%

Ak

0%

41k

0%

[ Reset Background ] [

| [ Applytoal

Close

Gradient

TheGradientfill lets you to add a gradient background that fades between two colours,
in various directions or patterns There are a number of settings you must select when
adding a gradient backgroundPlay around the variouseitings and see what happens to

yourbackground.

How to use the Gradient Stops tool
Gradient stops

A

c

] &0 &

To change the colour of a marker on the slider:
1. Select a marker (It Wil then be highlighted orangg
2. Select theColoricon and choose a colour.

13
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9 Addan extra markerinto the slider by clicking on an empty space between
markers.
1 Remove a markemby clicking and dragging an existing marker away from
the slider
9 Transparencyd Will fade outthe marker mlour that is selected
9 Direction - Choose thedirection you want the gradient to go inThis works
together withAngles.
9 Typed Effects the way your gradient looks in the background
. . [ rmat Backgroun l@ &1
Picture or Texture fill F° = d]
This lets you choose a texture e (LI
square to O0til ed actr O rueco | Ot
. . @ Picture or texture fil
background or an image. Arisseefecs 1 ) pattem fi
[ Hide background graphics
Texture:
Insert from:
[ gie. || cipboard | [ clipact..
Tile picture as texture
Tiling options
Offset¥: |0pt 2| Scale ¥: |100% =
Offset¥: |0pt 2| Scaley: |100% =
Alignment: | Top left El
Mirror type: |Mone El
Transparency: U 0% =
Rotate with shape
[Resetﬁad(ground ] [ Close ] [ Apply to Al ]
Patterns Format Background l )
ThePatterns tab lets you add a colour [F | | Fi
pattern to your slide backgrounds. E: zl" o san
PowerPoint has a range of patterns to choose || . e D icture o texture fil

from. You can choose théoreground and
the background colours of the pattern. When
choosing patterned backgrounds, make
sure you can still read the text on your slide.

14

@ Pattern fil
[ Hide background graphics

NN
)=
N [l

e

Foreground Color:
Background Color:

J |

Reset Background Close Apply to All
[ J |
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Views
Under theViewtab in the top ribbon, yu can view your slideshow in different ways. The
default view is theNormal view.

Home Insert Design Transitions Animations Slide Show Review View
=) B B I |:| Ruler [5) Z ‘ Color | E Arrange All
5=l B |2 o = [ =
[ Gridlines = Grayscale 1 [ cascade =
Mormal| Slide Motes Reading Slide Handout Motes . Zoom  Fitto . Mew = . Switch Macros
Sorter Page  View Master Master Master [ Guides Window EBIackand‘.’\.‘hlte Window L+ Move Split  windows ~
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros
Normal
The normal view is used for editing the content of your slidad viewing a single slide
in edit mode

9 ClickViewand click Normal or

9 Clickat the bottom left corner of your screen [B|:

Slide Sorter
The slide sorter view displays thumbnails of all the slides in your presentation in the
order which they will appar
Slide sorter view is used to change the order of the slides in your presentation, as well as
to add transition effects between slides
9 ClickViewand click Slide Sorter or

| oo
9 dick at the bottomright corner of your screen ' 29

Slide Show
Slide show views used to watch your slideshow as it will look on a full screen when
you have finished This is often useful when applying transitions and animation to
your slides. You can make sure that the timing of the presentation and the order of
the slides follovs the flow of your presentation

9 In the top ribbon dick on the Slide Showtab
T=—=]
= [.’.‘r._l

Select theFrom Beginningbutton to view your slides in a presentation =

From
Beginning
or click at the bottom left corner of your screen

or pressF5 on your keyboard

15
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Notes Page
1 Notesare for the presenter and do not display on the screen with your
presentation
9 If you are adding notes to your slideshow, you can see what they will look like in
printed form with this view
9 ClickViewand click Notes Page

Add a new slide to your preseation

Title it Favourite Holiday Destinations

List three favourite holiday destinations and add a picture

Preview your slideshow in slideshow mode (preB$ on your keyboard)

HownNnPeE

Slide Transitions

Slide transitions can make a presentation more exaig and make slides feel like they
flow together better. Although you can apply slide transitions in Normal View, it is often
easier to apply them irSlide Sorter View

1. ClickView and click Slide Sorter

2. Click on thefirst slide you wish to add the transition to
3. In the top ribbon bar, select theTransitions tab
Home Insert Design Transitions Animations Slide Show Review View &_@
= ;J} Sound: [Mo Sound] * Advance Slide
J % =] _g ﬂ ﬂ O Duration:  Auto 3 On Mouse Click
Mone Cut Fade Push Wipe Split = EJAppIyToAII D After: 00:00.00 =
Transition to This Slide Timing
4. Click on the down arrow to view more Transition effects
5. Once an effect is selected, you may change & dl, sound: [NoSound] -

how a transitioneffect looks through the © Duration: 0125
. . o Effect
Effects Options. Preview your effects live in Options = | 338 Apply To All
the slide preview window. Timing

16
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9 Duration 8 Changes the speed of the transition

5. UnderAdvance Slide
On Mouse Click- If you want to
click the mouse to move on to
the next slide

Tick After and choose a number of seconds/minutes if you would like the slide
to stay on screen before moving on to the next slide automatically

7. If you want to apply this transition to all the slides in your presentation, click the
Apply To Allbutton

8. PressFb5 to view your slideshow

Custom Animations

Custom animations let you animate individual objects within a slide. You can use custom
animations to achieve effects such as having a title fly onto the screen, or having dot
points appear one at a time on a sigle slide as you talk about them.

Adding An Animation
To animate one or more elements on a slide:

1. Click on View and click on Normal View

2. In the Slide Sorter paneon the left, click on the slide that you want to add the
animation to

3. Click on he object (text or picture) that you want to animate

4, Click onAnimations tab at the top Ribbon Bar

5. Click onAnimation Pane, the Animation pane will open on the right View all the
animations in that slide in this window pane.
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