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Lesson 1: Introduction to PowerPoint

Opening a Presentation
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Exploring the Power Point Window
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Exploring Different Power Point Views
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Slide Sorter View
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Creating Slidesin Outline View
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Getting Help in Power Point
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Lesson 2: Formatting a Presentation
Bullets and Numbering
! ) #
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& If theruler isnot displayed, on the View menu, click Ruler.

)" Onthedlide, click the bulleted or numbered text you want to change. If the text
contains more than one level of bulleted or numbered items, the ruler displays
indent markers for each level.

First-line indent, showing the indent position of the bullet or number.
Left indent marker, showing the indent position of text in the list.
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Do any of the following:

' To change the position of the bullets or numbers, drag the first-line indent
marker.

' To change the position of the text, drag the left indent marker. Drag just the
pointed top part of the marker (if you drag the bottom rectangle, both indents
move together).

To move the indents as a whole and keep the relationship between the bullet
or number and the left text indent asit is, drag the rectangular part on the
bottom of the left indent marker.
Repeat step 3 for each level of bullets and numbers and each level of text you
want to change.

Note To change these settings for al the slides in a presentation, make the
changes to the slide master. To display the slide master, on the View menu, point
to Master, and then click Slide M aster.
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Adding Headers and Footers
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Modifying Slide Text
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Lesson 3: Clip Art and WordArt

Using Clip Art

1) Find the mediaclip you want to insert.
a) Onthelnsert menu, point to Picture, and then click Clip Art.
b) Inthelnsert Clip Art task pane, in the Sear ch text box, type aword or
phrase that describes the clip you want or typein all or some of the file name
of theclip.
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¢) To narrow your search, do one or both of the following:

i) Tolimit search results to a specific collection of clips, in the Search in
box, click the arrow and select the collections you want to search.

i) Tolimit search results to a specific type of mediafile, in the Results
should be box, click the arrow and select the check box next to the types
of clips you want to find.

d) Click Search.

() Note To clear the search criteriafields and begin anew search,
below the Results box, click M odify.

(b) Tip If you don't know the exact file name, you can substitute
wildcard characters for one or more rea characters. Use the
asterisk (*) as a substitute for zero or more charactersin afile
name. Use the question mark (?) as a substitute for asingle
character in afile name.

2) Inthe Results box, click theclip to insert it.

I nserting a Photograph

1) Click where you want to insert the picture.
2) Insert one of the following:
a) A picturefrom afile

i) Onthe Drawing toolbar, click Insert Picture From File.

i) Locatethe folder that contains the picture that you want to insert, then
click the picturefile.

iii) Do one of the following:
(1) To embed the picture, click Insert.
(2) Tolink the picture to the picture file on your hard disk, click the arrow

next to Insert, and then click Link to File.
b) A picturedirectly from a scanner or digital camera

For this procedure, make sure your device is TWAIN- or WIA-compatible and

is connected to your computer. You should also make sure that you have

installed the device software that supports TWAIN or WIA.

i) Set up the picture in the scanning device.

i) Onthelnsert menu, point to Picture, and then click From Scanner or
Camera.

iii) If you have more than one device attached to your computer, under Device
select the device you want to use.

iv) Do one of the following:

(@) If the selected device is a scanner, and you want to use default
settings for scanning the image, click Web Quality (if you are
going to show your picture on the screen) or Print Quality (if you
are going to print your picture), and then click I nsert to scan your
picture.

(b) If the selected device is not a scanner (for example, if it'sadigital
camera) or you want to customize any settings before you scan the
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picture, click Custom Insert. Follow the instructions that come
with the device you're using.

Inserting a Table
& %
) ( ) #)

Using WordArt

1) Onthe Drawing toolbar, click Insert WordArt.
2) Click the WordArt effect you want, and then click OK.
3) Inthe Edit WordArt Text dialog box, type the text you want.
4) Do any of the following:
a) To changethe font type, inthe Font list, select afont.
b) To changethefont size, in the Sizelist, select asize.
c) To maketext bold, click the Bold button.
d) Tomaketextitalic, click the Italic button.
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Lesson 4: Templates and the Slide Master

Making Style Changesin the Slide M aster
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Lesson 5: Slide Shows, Output, and Presentation Options

Slide Show Options

1) Start aslide show presentation
a) Start adlide show from within Microsoft PowerPoint
i) Open the presentation you want to view as a slide show.
i) Do one of the following:
(1) Click the Slide Show button at the lower left of the PowerPoint window.
(2) On the Slide Show menu, click View Show.
(3) PressF5.
b) Start aslide show from your desktop
i) InMy Computer or Microsoft Windows Explorer, locate the presentation file
you want to open as a slide show.
i) Right-click the file name, and then click Show.
c) Start a PowerPoint Show (.pps)
i) Usethis procedure to open and play a slide show you have saved as a
PowerPoint Show (.pps).
i) In My Computer or Microsoft Windows Explorer, locate the PowerPoint
Show file you want to open.
iii) Double-click the file name to openiit.

Tip: To create a shortcut to your PowerPoint Show, use the right mouse button to
drag thefile to your desktop. When you release the mouse button, click Create
Shortcut Here.
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Adding Transitionsand Animation to a Slide Show

1) Addthe sametransition to all slidesin a slide show presentation
a) Onthe Slide Show menu, click Slide Transition.
b) Inthelist, click the transition effect you want.
c) Click Apply to All Slides.
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2) Add different transitions between slides
Repeat the following process for each slide you want to add a different transition
to.
a) Onthe Slidestabin normal view, select the slides you want to add a transition
to.
* Onthe Slide Show menu, click Slide Transition.
In thelist, click the transition effect you want.

Y ou can animate text, graphics, diagrams, charts, and other objects on your slides so that
you can focus on important points, control the flow of information, and add interest to
your presentation.

1) Open the presentation you want to add animation to and do the following:

a) If you only want to apply the animation scheme to afew dlides, click the
Slides tab, and select the slides you want.

b) On the Slide Show menu, click Animation Schemes.

¢) Inthe Slide Design task pane, under Apply to selected slides, click an
animation scheme in the list.

d) If youwant to apply the schemeto all slides, click the Apply to All Slides
button.

Working with Notes

Use the notes pane in normal view to type notes about your slides. On the View menu
select Notes Page. Type and format your notes as you work in normal view. To see how
your notes will print and to see the full effect of your text formatting (such as font
colors), switch to print preview. You can aso check and change your notes headers and
footersin print preview.

Y ou can print the notes as notes pages and use them either as notes to yourself while you
give your presentation, or, if they're notes you intend for your audience, hand them out to
accompany your slide show presentation.

If you want to enlarge, reposition, or format the slide image area or notes area, go to
notes page view and make the changes.

Each notes page shows a small version of the slide and the notes that go with the slide. In
notes page view, you can embellish your notes with charts, pictures, tables, or other
illustrations.
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Printing a Presentation

You can print your entire presentation — the dlides, outline, notes pages, and audience
handouts— in color, grayscale, or pure black and white. You can aso print specific
slides, handouts, notes pages, or outline pages.

%

If you are creating transparencies for an overhead projector, use this procedure to
print out your presentation on transparent sheets. Microsoft PowerPoint automatically
optimizes your slides to print to the printer you have selected — either black and
white or color.

a) Set upthedidesizefor printing.
i) OntheFilemenu, click Page Setup.
i) Inthe Slides sized for box, click the option you want.
(@) If you click Custom, enter the measurements you want in the Width
and Height boxes.

Note: All slidesin a presentation must be in one orientation, but you can
choose a different orientation for notes pages, handouts, and the outline.

Tip: When changing to a different page orientation, you might want to change
the shape or placement of text placeholders or other items on the slide master
so they're better suited for the new orientation.

b) To seewhat your slides will look like when they print, on the File menu, click
Print Preview, and make any changes you want.

c) OnthePrint Preview toolbar, in the Print What box, click Slides.

d) OnthePrint Preview toolbar, click Print.

Note: If you want to print out slides in color, on the View menu, point to
Color/Grayscale, and then click Color. You must have a color printer selected as
your default printer to preview the slidesin color in Print Preview.

a) Open the presentation that you want to print.

b) On the File menu, click Print Preview.

¢) To choose the page orientation, click Portrait or L andscape on the toolbar.

d) To set headers and footers, click the arrow on the Options button, and then click
Header and Footer.

€) Do one of thefollowing:
i) OnthePrint Preview toolbar, in the Print What box, click the Handout

layout option you want.

-30-



f)

i) On the File menu, point to Send to, click Microsoft Word, and then select a
layout option.
On the Print Preview toolbar, click Print.

Note: If you want to print handouts in color, on the File menu, click Print
Preview. Then on the View menu, point to Color/Grayscale, and then click Color.
You must select a color printer asyour default printer to do this.

Open the presentation that has the notes pages you want to print.

On the File menu, click Print Preview.

On the Print Preview toolbar, in the Print What box, click Notes Pages.

To choose the page orientation, click Portrait or L andscape on the toolbar.

To set headers and footers, click the down arrow on the Options button, and then
click Header and Footer.

On the Print Preview toolbar, click Print.
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Lesson 6: Preparing Presentations for the Web

Publish a Presentation tothe Web

If you want others to have access to your Web presentation, you must specify a Web
server or other available computer when you choose alocation for thefile.

1)
2)
3)
4)

5)

6)

7)
8)

Open the presentation or Web page you want to publish to the Web.

On the File menu, click Save as Web Page.

In the File name box, type a name for the Web page.

In the Save as type box, do one of the following:

a) To save asaWeb page and create an associated folder that contains supporting
files— such as bullets, background textures, and graphics — select Web page.

b) TosaveasaWeb archive, select Web ar chive.

Set the page title bar text for your Web page.

a) Click Change T Title, type thetext in the Pagetitle box, and then click OK.

Click Publish and do one or more of the following:

a) To specify the slides you want to publish, under Publish what?, select an option.

b) To optimize for aparticular browser or browser version, under Browser support,
select an option.

c) Todisplay speaker notes for a presentation, under Publish what?, select the
Display speaker notes check box.

d) To set additional Web page formatting and display options, click Web Options,
select the options you want, and then click OK.

In the File name list, select alocation and type a name for the Web page.

Click Publish.

Tip: Toimmediately see how your published Web presentation looks in your browser
after you publish it, select the Open published Web page in browser check box in the
Publish as Web Page dialog box.
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PRACTICE EXERCISES

1. Start anew PowerPoint presentation.

2. Createthefirst dlideasaTitle Slide.

3. Apply adesign to this presentation using the design templates.

4. Add afooter to all slides at the bottom that reads “ Trevecca Nazarene

University”.

Create the next dideasa“Title and Text” slide from the slide layout task pane. In

the text section change the bullets from the default bullet to square bullets. Do this

for the entire presentation by changing the default bullet style.

Change the color of the bullets.

For the 3" slide select alayout that will allow you to add text and clip art to the

dide. Insert an airplane into the clip art box.

8. The 4" slide needs to have a table inserted on the slide with bulleted text aboveit.
All slides should continue to have titles at the top. Create atable with 3 rows and
4 columns. Thefirst row should be the headings and you need to insert a
background color for this row only. Also center the text for this row.

9. Insert aphotograph in the 5" slide. Y ou should be able to locate a photograph in
your “My Pictures’ folder under “Sample Photos”.

10. Generate a slide show with the presentation you have just created.

11. Demonstrate the ability to print handouts of your slide presentation and also
demonstrate knowledge of creating notes for each dlide.

o

N o
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