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Introduction

Microsoft PowerPoint XP is a program used to create and deliver presentations to audiences. After the
presentation has been created, it can be presented to the audience in several formats: web pages, emailing the
file, printouts, or through a live presentation using a projector.

Opening PowerPoint
1. Double click on the PowerPoint icon on your desktop.
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1. Click on the Start button, navigate to the Programs menu, and then click on Microsoft PowerPoint.
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PowerPoint Window Anatomy

PowerPoint XP has a new default window layout that improves the ease and speed of accessing commonly used
features and functions. In the diagram below, we will discuss the main sections of the PowerPoint window.
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Slide Pane- the slide pane is where you will add the content of your presentation to the slides. You may
want to think of it as a canvas to create your presentation.

Thumbnail/Outline Pane- contains two tabs: the thumbnail and outline tabs.

0 Thumbnail Tab- you can navigate to different slides by clicking on their thumbnail in this tab.
0 Outline Tab- will provide an outline of your presentation.

Notes Pane- this pane will allow you to add presentation notes to each slide.

Task Pane- provides a quick and easy way to access features and functions in PowerPoint without having to
go through the menus.



Menu Bar, Title Bar, and Toolbars

Title Bar Control Buttons
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Title Bar- the title bar will contain the title (file name) of your presentation. In the diagram above, the file
name of the presentation is Presentationl.

Control Buttons- the control buttons are used to manage the PowerPoint window.
0 =|Minimize Button- minimizes the PowerPoint program.

o &l Restore Button- provides the option to maximize or restore the window to its previous size.
It switches between the two views seen below.

O Clicking on the toggle button in this state will maximize (large view) the window.

|&] Clicking on the toggle will return it to its previous (smaller) size.
0 Xl Close Button- closes the PowerPoint program.

Menu Bar- contains menus that will provide you with features and functions in PowerPoint.

Standard Toolbar- the buttons on this toolbar are shortcuts to commonly used functions (open, save, print,
etc.) in the menus.

Formatting Toolbar- is used to format text, add numbered/bulleted lists, etc.
View Buttons- are used to switch views in PowerPoint.

Drawing Toolbar- contains tools (buttons) for adding shapes, clip art, images, etc. to the slides of your
presentation.

Status Bar- lists the current slide number and the number of slides in the presentation.



Important- Adding Toolbars and the Task Pane

At times, the directions in this manual may refer to a button or object in the task pane or toolbars. If the task
pane or a toolbar is not in view, please follow the steps below to add them.

To Add the Task Pane...
1. Click on View in the menu bar and select Task Pane.
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To Add a Toolbar...

1. Click on View in the menu bar, navigate to Toolbars, and select the toolbar you would like to add in the
toolbars submenu. Note- if the toolbar is already activated (in view) it will have a check next to it. Selecting
a checked toolbar will deactivate it (remove it from view).
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Creating a New PowerPoint Presentation (Slide Show)

By default, PowerPoint will automatically create a new presentation when you open the program. The default
name of the new presentation will be Presentation#. However, there may be times that you already have
PowerPoint open and would like to create a new presentation; the section below will explain how to do so.

Please Note- If you just opened PowerPoint and a new presentation is in view — skip to the next section,
Adding Text to a Slide.

Creating a New Presentation
1. Click on File in the menu bar and select New.

[€] Microsoft PowerPoint - [Presentationl] = O] =
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Congratulations, the new presentation should now be in view!

Adding Text to a Slide

By default, the first slide of your presentation will have the layout of a title slide, see below. The title slide
layout will contain two text boxes, which act as place holders for text. Follow the steps below to add text to the
slide.

1. Click in the title text box and type in the title of your presentation.
2. Click in the subtitle text box and type in the subtitle of your presentation.
3. Click on a blank area of the slide to deselect the text box.

Title Text Box

Click to add title

Click to add subtitle Subtitle Text Box




Adding Text to an Existing Slide
This option will allow you to add additional text to a slide without changing its layout.

1. In the drawing toolbar, click once on the Text Box button.
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Slide 1 of 2
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2. Move your mouse pointer to the area of the slide where you would like to add text. When you move your
mouse pointer to the slide, it will turn into an upside-down t, see below.

|  <«— Mouse Pointer when adding text

3. Click once on the slide and type in the text you would like to add.

///////////i////////////
% This presentatior|
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4. When you have completed typing the text, click on a blank area of the slide to deselect the text box.

This presentation iz brought to you by LHEL,

Moving Text
After you have added text to a slide, you may decide that you would like to move it to a different location of the
slide. The steps below will walk you through the process of moving text boxes.

1. Click once on the text that you would like to move. After clicking on the text box, it should appear with a
hashed border, as seen below.

9?////////////////////////////jr/////////////////////////////@
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2. Move you mouse pointer to the hashed border (do not place mouse pointer on the circles). The mouse pointer
should turn into a four sided arrow, see below.
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3. Click on the hashed border with your left mouse button and drag the text box (keeping the button held down)
to the area of the slide where you would like the text positioned.

4. Release you left mouse button.



Moving Text in Small Increments

Using the mouse is a quick and easy way to move text to a new location on a slide. However, you may find it
difficult to make small adjustments to its location using the mouse. The steps below will walk you through the
process of moving text in small increments.

1. Click once on the text that you would like to move. After clicking on the text box, it should appear as seen
below with a hashed border.
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2. Move you mouse pointer to the hashed border (do not place mouse pointer on the circles). The mouse pointer
should turn into a four sided arrow, see below.
Q'f’////////////:i!; ////////////.é”f/f////////////////f/////////x’g‘
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3. Click on the hashed border with your left mouse button. The text box should now have a dotted border.

This presentation is broug bt to you by LHELL

4. Use the arrow keys on your keyboard to move the text.

5. Click on a blank area of the slide to deselect the text box.

Thiz presentation is brought to you by UIEU . %

Formatting Text
To change the format of text in your presentation, follow the steps below.

1. Click once on the text that you would like to format. After clicking on the text box, it should appear with a
hashed border as seen below.
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2. Select the text you would like to format. If you’re not sure how to select text, here are the steps: Click in the
text box, holding the left mouse button down - drag over the text that you would like to format, and release
the mouse button.
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3. Use the formatting toolbar to modify the format of the text.

Font Font Size Bold Italics Left Center Increase Font Size Font Color

Arial -1 - B F O &2 E = A s iv [ Design = New Slide _
Underline Shadow Right Decrease Font Size

4. Click on a blank area of the slide to deselect the text box. You can now view the changes you made to the text
format.

This presentation is hroucght to vou by UEEL,

Resizing a Text Box
At times, you may need to resize your text box because all of the text is not in view or in the direction you
would like it to flow. In the steps below, we will walk you through the process of resizing a text box.

1. Click once on the text of the text box that you would like to resize. After clicking on the text box, it should

appear with a hashed border as seen below.
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2. Move you mouse pointer to one of the circles in the border of the text box. The mouse pointer should turn

into a double-sided arrow.
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3. Hold down your left mouse button and drag the border of the text box in the direction that you would like to
expand/condense it. When you are dragging the text box, the double sided arrow will turn into a plus sign.

his presentation

4. Release the left mouse button when the text box is the size you want it.

Q"////////////////////////////?tfﬁ*’///////////////////////////A}
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5. Deselect the text box by clicking on a blank part of the slide.



Deleting a Text Box
As time goes on, you may decide that you want to delete a text box that you previously added. To do so, follow

the steps below.

1. Click once on the text that you would like to delete. After clicking on the text box, it should appear with a

hashed border( seen below).
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2. Move you mouse pointer to the hashed border (do not place mouse pointer on the circles). The mouse pointer
should turn into a four sided arrow (see below).
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3. Click on the hashed border with your left mouse button. The text box should now have a dotted border.

Thiz presentation is brought to you by UIEU .

4. Press the Delete button on your keyboard.



Creating a Bulleted or Numbered List
PowerPoint allows you to create bulleted or numbered lists on slides.

1. Select the lines of text that you want to add bullets or numbering to.
2. Click Bullets or Numbering *~ .

Applying Designs to a Presentation

PowerPoint provides you with a collection of design templates that you can apply to your presentation. The
design template will add a background to the slides and modify the font color and size automatically for you.
This feature will save you countless hours of formatting text and applying backgrounds.

1. Click on the Design button located in the formatting toolbar.

[&] Microsoft PowerPoint - [Presentationl] Design Button

File Edit Wiew Insert Format  Tools  Slide Show  Window
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2. In the task pane, you will see a list of design thumbnails to select from. Click on a design thumbnail to apply
it to the presentation. Scrolling down the pane will provide you with more designs to select from.
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Apply a design template:

Used in This Presentation

Click on the design thumbnail to
apply it to your presentation.

] Scrolling down the pane will provide
Available For Use you with more designs to select from.

10



3. The design will now be applied to your slide.

My Presentation

Welcome to my presentation!
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Adding Backgrounds to a Slide

You can change the background color or background design on slides, and handouts. Changing the background
is useful if you just want a simple shade or texture for a slide background and not all the other design elements
in a design template. Or, you might want to change the background to emphasize sections of a presentation. For
example, if your presentation addresses four different topics, the slides for each topic might share the same
background color. Besides changing the color, you can add shading, a pattern, a texture, or a picture.

When you change the slide background, you can apply the change to the current slide or all slides. For notes,
you can change the current notes page or all notes pages. When you change the background for handouts, it
applies to all pages as well as the printed outline.

To change the slide background:

1. If you want to apply the change to selected slides only, select the slides in normal view. Otherwise, the
change applies to all slides that follow the design template of the currently selected slide.

2. On the Format menu, click Background.

3. Under Background fill, click the arrow on the right of the box, and then do one of the following:

a. Select a color from the color scheme
b. Click one of the eight colors displayed.

OR

a. Select a color outside the color scheme

Click More Colors

c. Click the color you want on the Standard tab, or click the Custom tab to mix your own color,
and then click OK.

o

OR

Select a fill effect or picture
Click Fill Effects, and then do one of the following:

op

e To use shading, click the Gradient tab, click a type under Colors, click a shading style,
and then click OK.

e To use atexture, click the Texture tab, click the texture you want or click Other
Texture to select a file and insert it, then click OK.

e To use a pattern, click the Pattern tab, select the pattern you want, select foreground and
background colors, then click OK.

e To use a picture, click the Picture tab, click Select Picture to find the picture file you
want, click Insert, and then click OK.

OR

1. Use the background fill from the slide master
2. Click Automatic.
3. Do one of the following:

e If you want to apply the background to selected slides, click Apply.
e |If you want to apply the background to all slides, click Apply to All.

12



NOTE: If you want to hide the background graphics that are on the slide master, click the Omit background
graphics from master check box.

Adding a New Slide
A presentation (PowerPoint file) is composed of a series of slides. To add a new slide to your presentation,
follow the steps below.

From the toolbars...
1. In the formatting toolbar, click on the New Slide button.

[€] Microsoft PowerPoint - [Presentation] New Slide Button

File Edit Wiew Insert Format Tools  Slide Show  Window  Help Type aqu
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OR

From the menu bar...

ki
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1. Click on Insert and select New Slide.

[&] Microsoft PowerPoint - [Presentation]
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Congratulations, a new slide will now be in view!

Changing the Slide Layout

After creating a new slide, you may decide that you would like to change its layout. “What’s a layout?” Great
question! A layout can be thought of as a template that contains placeholders for text, graphics, and multimedia.
Layouts come in different formats: title and text, title and content, just content, etc. Select the layout that best
fits the material you are presenting to your audience. Listed below are the steps to change the layout of a slide.

Slide Layout Thumbnails in the Task Pane

From the task pane...

1. Click on the thumbnail of the layout format that you would like to apply to the
current slide. Apply slide layout:

Text Layouts

1. Click on Format in the menu bar and select Slide Layout. | P
2. Click on the thumbnail of the layout format that you would like to apply to the G L0
current slide. =2

| v

The layout will now be applied to the slide.

If the task pane is not open or the layout thumbnails are not in view...

The layout will now be applied to the slide.

Scrolling down the pane will
provide you with more layouts AN

¥ show when inserting new slides

13




Adding a Picture to a Presentation
As the old adage goes “a picture says a thousand words.” Adding pictures to your presentation will make it
more interesting for the audience. In the sections below, we will be going through the steps to add a picture.

Adding a picture to a New Slide...

1. Create a new slide.
2. Click on Format in the menu bar and select Slide Layout.
3. Select a slide layout that contains a content place holder from the task pane.

E 2
11

4. Click on the Picture icon in the content place holder on the slide.

O i 12

Picture Icon L] 3:'3 =H

5. Navigate to where the picture is located, select the picture, and click on the Insert button.

Laok in: I[:I pictures j = - @ * O ~ Tools =

Hiskarsy

B

My Documents

=

]

eskbo

=l

[*)

Favorites

=
s Filz: name: I j Tnsert ,|
Tl Metwark, =
Places Files of type: I.ﬂll Pickures (*.emf;* wmf;* jpo;* jpeg;™ ifif; * . jpe;* . pno; :j Cancel l
£

The picture will now be added to your slide (see below).




Adding a Picture to an Existing Slide...

After creating a slide, you may decide that the slide needs a picture to get your message across or to liven up the

presentation. The steps below will walk you through the process of adding a picture to an existing slide without
changing its layout.

1. Click on the Picture icon in the drawing toolbar. If the drawing toolbar is not in view, please add the
drawing toolbar (directions on page 4).

Picture Icon
D[aw' AutoShapes = . Cw [ ] O 4l ﬁlii&) -LZ-A-EECRA.
Slide 2 of 2 el frsert F‘iu:ture| =)

2. Navigate to where the picture is located, select the picture, and click on the Insert button.

Insert Picture 2lx|
Look in: Im Deskkop j e - @ X o - Tooks =
[ |
Histary %
o
Iy Computer My Netwark Places My Programs
Favarites £
@ :
OF= 8
== File name; | | Tnsert |~
My Network
Places Files of bype: IAII Pictures (*.Emf}*‘W!TIF]*.]DD]*.]DEQ]*‘]flf;*‘]DE;*‘Dﬂg;j Cancel Ll

The picture will now be added to the slide, see below.
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Resizing a Picture
1. Click on the image to select it.

2. Move the mouse pointer on top of the handles (circles). The mouse pointer should turn into a double-sided
arrow.
* Quick Tip- using the diagonal handles will allow you to resize the height and width of the picture at the
same time.

3. Click on the handle (holding your left mouse button down) and drag the image outwards to increase the size
or inwards to decrease its size. The arrow will change into a + sign and a dotted line will form around the
image to give a preview of its resized dimensions.

Congratulations, the image should now be resized!

Deleting a Picture
1. Click on the picture to select it.

2. Press Delete on your keyboard.
16



Moving an Image
1. Click on the picture (holding the left mouse button down).

2. Drag the picture to the location of the screen you would like to position it. A dotted outline of the image will

appear as a preview of where the image will be repositioned.

3. Release the left mouse button.

Moving a Picture in Small Increments
Using the mouse is a quick and easy way to move a picture to a new location on the slide. However, you may

find it difficult to make small adjustments in its location. The steps below will walk you through the process of

moving the picture in small increments.

1. Click on the image to select it.

2. Press the arrow keys on the keyboard to move the picture.

1 Up | Down «— Left — Right

3. Click on a blank area of the slide to deselect it.

17



Adding Clip Art to a Presentation
The instructions for adding Clip Art are nearly identical to those above for adding a picture. Follow the first
three steps above, but at the point at which you choose a particular type of image, instead of clicking on the
Picture icon, click on the Clip Art icon in the content place holder on the slide.

v

Clip Art Icon

After you make this choice, a task pane opens in the right hand portion of the screen and displays a way to
search for a type of image. (See below.)

The task pane invites you to search for an image using keywords. Your search will be through collections of

images.

1.

2.

Type a keyword in the field called Search text: In the example to
the right, the word “border” is used to look for images to use as™ |

@ & Insert Chip Art r X

Search For
PE—

Search texk:
| border |

|Search | | Restore |

borders. Click the Search button now or limit your search first as
outlined in Step 2 below.

In the Other Search Options section, you can choose to limit
your search to specific collections of images with the Search in:

Other Search l]Etiuns

Search in:

| &l callections | - |

Resulks should be:

drop down menu field and the Results should be: drop down

| All media file types | - |

menu field.

See also

i(? Clip Organizer...
@ Clips Cnline
Tips for Finding Clips
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3. Next the Task Pane will display images based on your search. Results:
You can scroll through the images using the scroll bar to the o
right of the panel. Click on the image you wish to insert.

:-a apaRF -a: =
4. For more information about how to modify clip art images, AL LLALL
follow the instructions beginning on page XX with the el ]
section called Resizing a Picture. I
| [ = = I
.!]_,v
TEATETETE |e e

{2 Clip Organizer. ..
@ Clips Snline
@ Tips For Finding Clips

Adding a Hyperlink (Web Link) to a Slide
In your presentation, you may want to link to a web site that you are discussing in your presentation. Please
follow the instructions below to link to a web site.

1. Click on the text that you want as the hyperlink. After clicking on the text, the text box should have a border
around it as seen below.

p’//////////////////)&//////////////////@
f Click here for the T weh site.
SV//////////////////0’//////////////////;6

2. Select the text that you want as the hyperlink.

?’//////////////////Aﬂ’//////////////////)&)
% Click here for the | T web site. ,//
é(//////////////////ﬁ///////////////////iﬂ

3. Click on the Insert Hyperlink button % in the standard toolbar.

[&] Microsoft PowerPoint - [My Presentation.ppt] - | I:Ilﬂ

File Edit Yiew Insert Formak  Tools  Slide Show  Window  Help  Tvpe & question For belp ~ 3

EESEYV §BRT oo @D@IE“AEEEE 29% 8

-

. g 1: :: - —'E & - . — . 3
Arial -1 - B I 0 = == A S Hyperiink [F597 ClMew Slide ¥
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4. In the Insert Hyperlink window, click in the Address text box and type in the address (URL) of the web site
you would like to link to.

5. Click on the OK button.

Insert Hyperlink 7|
Link to: Texk bo display: ICIick hiere For the IT web site, ScreenTin. .. |
Lok in: I[:I My Documents j | @l E”rl
Existing File or
Web Page |1 Adobe - Bookmark. ., |
current 1 camkasia Studio
Folder
- |1 IBM
]
Flace in This w1| My Daka Sources
Document Erowsed | ] My eBooks T
Pages [ My Pictures
_1 Ty Wiebs
Create Mew Recent 1 Snaglt Catalog
Document Files |1 web_manuals
g’} course inbro bext, hbml il
Address: Ihttp:Il'lffaculty.tui.edu,l'it| -
E-mail Address
Ok } Cancel

8. Click on a blank area of the slide to deselect the text.

Click here for the IT web site. %

Congratulations, the hyperlink should now be added to your presentation!

Moving between Slides

When you are creating your presentation, you may want to move back and forth between slides. There are two
methods of moving between the slides.

Using the Thumbnail Pane...

1. Click on the thumbnail of the slide you would like to move to.

20



Using the Scrollbar...
1. Click on the up or down double-arrows in the scrollbar to move between slides.

Click on the up double-arrow
to go to the previous slide

Click on the down double-arrow
to go to the next slide

Using the Views Icons...

1. Click on one of the three small icons in the bottom, far left corner of your screen. (The image below is
larger than these icons will appear on your screen.

[EE8

2. The firsticon is for the Normal View. (See the section below called Changing the Slide Order for
more information.)

The second icon is for the Slide Sorter view.

4. The third icon is for the Slideshow view. (See the section below called Viewing a Presentation for
more information.)

Using the Slide Sorter view...

When you click on the second icon above, all slides appear on your screen at once. Here you can click on a slide
once to select it, and then either drag it to a new location within the show (in between slides). You can also use
the right click on your mouse to choose to copy and paste a slide into your show from this view.
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Adding a Chart to a Presentation

It’s possible to add a small chart to a slide like one you might create using MS Excel. To do so,

1. Click on the Insert drop down menu
2. Choose Chart from the list. (See below.)

[€] Microsoft PowerPoint - [Effective Online Practices.pp

Ctel+DI

Mew Slide
Duaplicate Slide

Slide Mumber

Diate and Time. ..

Syrbol..

Comthent

Slides from Files... S C

Slides from Outline. .

Eii v Fracikd Linramre

el | e
Farmla o ke |l e b ke
et =

Ficture 3

Diagram. ..
Text Box

Lrke's O Cumarl Fracik

Ilosres and Sounds 3
Chatt. ..

Tahle...

Ohject...

Hrypetlind:. . Ctel+E
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3. A chart will be inserted with default information that you can customize to your specifications in the
same way you would using MS Excel. Click on the Edit drop down menu and then choose the final
option, Chart Object. Choose to either Edit or Open the chart.

[€] Microsoft PowerPoint - [Effective Online Practices.ppt]

Can't Tndo
Eepeat Format Object  Cte+¥

Ctel+=

Cht ClHE
Copy CelH
Office Clipboard...

Paste Ctrl+V

Pt Speci. on's Owr

Paste as Hyperlink

Clear Del
Gelect Al Crldy
Duplicate Cl+D
Delete Slide

Find... Cel+F
Feplace. . Ctt+H

Go to Property...

Litks. ..
Chatt Orbject » Edit

Open

Cotivett...



Adding a Table to a Presentation
It’s possible to add a small table to a slide like one you might create in MS Word. To do so,

1. Click on the Insert drop down menu
Choose Table from the list. (See below.)

Microsoft PowerPoint - [Effective Online Practice

al]
5] e e

Duplicate Slide

T+

Slide Mumber

Date and Time. ..

Srmbiol...

Comment D

Slides from Files. ..
Slides from Outline...

B B s b

™

Picture 3
Diagram...
Text Box

Lrkr's 0= Cammirl Fracikid

T
LJ

Mosries and Sounds 3
Chatt...

Tahle...

Ohject...

Hyrpetlinl CHl+E

o O Wk W - O AT
4 Pl Frackn ©

2. A dialog box will appear asking you how many rows and how many columns you want. Remember that

this table needs to fit on a slide so it cannot be too large. (See below.)
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3. A blank table will be inserted with default information that you can customize using the Table and
Borders toolbar that will appear along with the table. (See below.)

How DESsrmramm e i 2 our

J o — i B L O B
B B |E= L 3

°

Adding Slide Transitions

To add a transition to a slide (such as, fade-in), select Slide Transition from the Slide Show menu. From the
task menu on the right select the desired transition. Click on Apply to All Slides to apply this transition to all
your slides.

1
4 % Slide Transition r X

aals | Slide Show | Window  Help i
Apply to selected slides:
3 | Wiew Shaw F5 H @ "
o Set Up Showr... I +;§ Elinds Horizonkal Ko Transition
Rehearse Timings Blinds Wertical [
- Record Marratian.. . - B In
B Ok
nline Broadcast 3 o
Checkerboard Across
Action Buttons 4 Checkerboard Down
Zomb Horizontal
[5%  animation Schemes. .. Zomb Yertical
fg?g _ustom Animation. .. Cover Down
Cover Left
||3 Slide Transition... . Cover Right
-
F=ll  Hide Slide g fo o
Cuskam Shows, ..
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Adding Animation to Slides

To animate the text on a slide choose Animation Schemes from the Slide Show menu. From the task menu on
the right select the desired animation.

Tools | Slide Sshow | Window  Help SR el Tx
i - i Design Templates
B Wiew Show Fa h
b @@ @1 [zt Color Schemes
U = Set Up Show... =R (&% Animation Schemes

ezl Vhidgs Apply to selected slides:

— Record Barration, .. - Recently Used -
online Broadcast 3 Appear
Ackion Butkons » Rise up
e Slide Transition: Fade Smoothl
N ide Transition: Fade Smaathly
|@ Anirmation Schemes, .. Descend Title: Eans In
&% Custom Animation. .. No Animation Biody: Custom
[z¢ glide Transitian... Mo Aniration
Subtle
=] Hide slide
Lppear

Cuskom Shows, ..

Printing Slides for Different Purposes

You may want to print out slides on paper in different formats depending upon your purpose. If you’ve added
notes to the bottom of your screen to aid your presentation, you may wish to print these out as you do the
“show.” If you want to give handouts to your audience, you can choose to have different numbers and sizes of

your slides on one page.

To print...
Click on the print icon in the icon-based toolbar or choose File from the drop-down menu and the Print.

A dialog box will appear in which you will make your selections depending upon what you want to print.

To print slides...

1. In the section of the dialog box called Print Range, decide if you want to print All slides, the Current
slide, a Selection within a slide, or a particular side/range of Slides by clicking on the appropriate radio

button.
2. Next, in the Print what section, choose Slides.
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LSI Printer -

[+

[l I G

|_ e pER FaEEy |_’

Slides

Handouts

MNotes Pages

Sltine = [ | I | Print e slides

[ o | _ cenl |

To print handouts...

1. In the Print what section, choose Handouts.

2. A new section will become active, called Handouts.
3. Choose the number of slides per page you want to print. (Remember that only the 3 Slides per page

option prints blank lines next to the slide for note-taking.)

Handouts -

Slides
Handouts

Erder A HErEantal RS

Motes Pages K : —
I = = Ernt e slides




To print note pages...

1. In the Print what section, choose Notes Pages.
2. Your printed pages will include the notes you made in the bottom portion of your screen so that you can
refer to them while showing your presentation.

plzip el

Motes Pages |_

Slides
Handouts
Mokes Pages k

=i S [ g =

- [ = Erint Fiddem slides
| |
| |

_prevew_| _ G|

To print outlines...

You can choose to print all the text in your outline or just the slide titles, in either landscape (horizontal) or
portrait (vertical) orientation. The printout might look different from the screen display; while you can show or
hide formatting (such as bold or italic) in the Outline pane on screen, on the printout the formatting will always
appear.

Click on the Expand All button on the menu bar to show
just the slide titles or all levels of text.

plzireleir|es

Motes Pages SlHEsEEr HagE [

Slides
Handouts
Maokes Pages

Outine Yiew | | = Frinthiddem slides:

[ o | _ concel |
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Saving a Presentation

Please remember to save your presentation so that you do not lose your wonderful work. It is recommend that
you save your presentation at least every ten minutes when adding new material or making changes to it.

Saving your presentation for the first time...
1. Click on File in the menu bar and click on Save.
Microsoft PowerPoint - [My Presentation.ppt]

EII File | Edit Wiew Insert Format  Tools 5
M [ mew... Chrl+1
T
ari (= Open... Chrl+0
= Close
ﬁ'a Save I} Chrl4+5

2. When the Save As window appears, type the name of your presentation in the File Name text box.

3. Click on the Save button.

File name: ILIILI Presentation 'I Save |
Save as bype: [presentation (*,ppt) = Cancel |,
£l

Saving your presentation after the first time...

From the menu bar:
1. Click on File and select Save.

[€] Microsoft PowerPoint - [My Presentation.ppt]

Eile | Edt Wiew Insert Format Tools 3
0 [ mew... Chrl4HM
Ari [Z Open... Chrl+0

= Close

ﬁ|a Save [} Chrl+5

From the standard toolbar:
1. Click on the Save button.

Save

D@Ei‘;ua ER e IR ==

&
Bl

q |00 - (2]
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Closing a Presentation
1. Before closing, make sure to save your presentation (if you want to keep added material and changes).

2. Click on File in the menu bar and select Close.

Microsoft PowerPoint - [My Presentation.ppt]

File | Edit Wiew Insert Format  Tools S
0]

[ new... Chrl+
e = Open... Chrl4o
— | Close h
= e

The presentation should now be closed.

Opening a Presentation
Listed below are the steps to open a presentation in PowerPoint

1. Open PowerPoint.
2. Click on File in the menu bar and select Open.

[&] Microsoft PowerPoint - [My Presentation.ppk]

File | Edit Wiew Insert Format Tools S
[ [ Hew... Chrl4+M
.ﬁ.rij|# Open... [+, Chrl+0

| M

3. Navigate to where the presentation is located, select the presentation file, and click on the Open button.

open 21|
Look in: I[:l My Documents j - @ x5 ~ Tools =

4| Histary Nme I Sizil‘
]I Presentation. pot B KE
ay gl'?' ; 1 11, Presentation.ppt 146 KB
QEUMmENts @course_intro_text.html 1KE

:;_fj Deskkop [} web_manuals

[ Snaglt Catalog

_# | Favorites My Wehs

@ My Netwark %My Pickures
Places My eBooks

My Daka Sources

CamEm P ———

[Z] Camtasia Studio

2] adobe

Wy Presentation

‘Wielcome to my presentation

I IR i
File: marnne: I j Open :5 -

Files of type: IAII PowerPoint Presentations (*.ppt;*.pps;*.pot;*.htm;*.lﬂ Cancel |,

The presentation should now be in view!



Changing the Slide Order

After creating your slide show, you may decide that the presentation would flow better if the slides were in a
different order. The steps below will guide you through this process.

From the Thumbnail Pane...

1. In the thumbnail pane, click (holding your left mouse button down) on the thumbnail of the slide you would
like to move.

2. While holding the mouse button down, drag the slide thumbnail to where you would like it positioned in the

presentation. In the image below, we are dragging slide 3 in-between slide 1 and 2, so that it will be the
second slide in our presentation.

Zo The mouse pointer with a + sign and box

i% «— | show that a slide is being moved. The

2 horizontal line indicates where the slide
that you are moving will be positioned.

3. Release the mouse button.

Deleting a Slide

1. Click (select) on the slide, in the thumbnail pane, that you would like to delete. In the diagram below, we are
deleting slide 3.

(il =

W P marialler

o

gL

2. Press Delete on your keyboard.
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Viewing a Presentation

In this section, we will discuss presenting your slide show (presentation) to an audience. A slide show can be
presented to an audience via computer screen, an LCD projector, the web, or paper handouts. Below are the
steps to viewing a slide show via computer screen or projector.

1. Open the presentation in PowerPoint.

2. Click on Slide Show in the menu bar and select View Show.

Microsoft PowerPoint - [My Presentation.ppkt]

File Edit Miew Insert  Formak  Tools | Slide Show | window  Help

DEEER|(SRY ¥ kel vwsw [ 5 |

The slide show will now be in view.

Navigating in a Slide Show (Presentation)

To move to the next slide:
Using the mouse: left click once on the slide
Using the keyboard: press the down arrow |

To move back to the previous slide:
Using the keyboard: press the up arrow 1

To move to the beginning of the slide show
Using the keyboard: press the Home key

To move to the end of the slide show
Using the keyboard: press the End key

To exit the slide show:
Using the keyboard: press the Esc key



Using Help in PowerPoint
There are several ways to get help in PowerPoint.

To get started using help, you can select Microsoft

PowerPoint Help from the Help menu or press the
Showr the Qﬂikﬁf—hssistmt F1 Key.

@ Mlicrosoft PowerPoint Help  F1

What's This? Shift4F1
Office ofthe Weh

This will bring up the following dialog box:

4 Microsoft PowerPoint Help
S
# Microsoft PowerPoint Help

What's New

Learn about the new features in Microsoft PowerPoint and
all Microsoft Office programs,

@ End-User License Agree Microsoft Office Web Site

@ Getting Started Wisit the Microsaft Office \Web site ta find additional
products, service and assistance,

@ Microsoft PowerPoint Acce
@ Creating Presentations %ﬂ

@ Funning Presentations Learn a the different resources available to get help
@ Frinting Fresentations whis you work.
@ Opening, Saving, and Con Help Topics
@& ‘“Working on & Presentation
@& YWarking on the Web

@ Installing and Customizing
@ Office and Windows Basic aizplyy @ dzsis n deig elie

& Handwriting and Speech B #nirnate text and objects

@ Security About comparing and merging presentations

l_ IMA Web Pages
Click. a link. ko wisit the Wiorld Wwide Web,

Accessibility features

Kevboard shorbouts

On the left you can:
o Scroll through the table of Contents and select topics
e Ask questions of the Answer Wizard
e Enter keywords into the Index

On the right you can select topics—including Getting Help on help as shown above. When you select Getting

Help, the following dialog box appears showing 5 ways to get help in PowerPoint. Select a topic to learn more
about it.
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{4 Microsoft PowerPoint Help

= Showe All

About getting help while you work

If wou need help while vou work, you can use the Following
rEsOUrtes!

P sk a Question box

P The Office Assistant

P Help

P ScreenTips

P Help on the World Wide web

) %
abbreviation
accent

Closing PowerPoint
Please make sure to save your presentation before closing | x|the program so that you do not lose your work.

1. Click on the close button %] in the title bar.

Close Button

Microsoft PowerPoint - [My Presentation.ppt]

‘B File Edit ‘Yiew Insert Format  Tools  Slide Show  wWindow  Help  Tyvpe aquestionforhelp = X




