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The program can generally be found in the Programs menu, listed as Microsoft
PowerPoint.

Start the program

Create a new presentation using [™=CI |
Blank Presentation; click okay.
y —Create a new presentation using——————
[If you are opening a presentation = Cancel |
you have created earlier, leave it
set as Open an existing
presentation.]
Tip far
™ Blank presentation sl %
LUsErs
The AutoContent
wizard is the quickest
% % Dpen an existing presentation; way ko create 4
presentation.

The New Slide window

There are several type of layouts you can choose from. These layouts give you pre-
arranged text boxes, as well as spaces for images and multimedia elements.
Choose the first (default) layout scheme (Also referred to as a Title Slide).

Bulleted list

Mew Shde

Choose an Aukolayouk:

Title slide - ] R
N Cancel

i

M| |ls==l| |,

Text& | =N Title: Slide

Clip art \ \
yA——

Title only — | Blank slide
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Text

Text is placed on slides using Text Boxes. Your first slide already has two text boxes
on it. Click on the top text box (click to add title). When you click on it, the border of the
box will change, and there will be a cursor blinking in the box.

You can then type some text in the box.

Save New slide
”@ File Edit/ YWiew Insert Faormat Tools Slide Show  Window Help [

HDEF'N'HI|§"~B/°|J’$E?§|“*W* %G’|@ﬂl§'!"f‘_‘lﬁl-r/ 0% -

R e A R = = =
:| Tirmes Mew Forman - 24 = = ; = | A s

=17/

Italics

@

Underline

Shadow

Formatting text

Text is formatted in PowerPoint in a manner similar to how one would format text in
Microsoft Word. Simply (or select) the text, and use the tools on the
Formatting toolbar to change the font and type size, or to bold, italicize, or underline.
One can also align the text to the left or right margins, or center the text. There is also a

new formatting button that is not found in Word—the 2 putton next to the Underlining
button creates a Shadow effect on the text.

Manipulating the Text box

The text box itself can be moved or resized. If one positions the cursor on the edge of

the box, a 4 headed arrow will show up. When you get that arrow, hold down the left

mouse button and move the box to where you want it. To resize the text box, position
the cursor over one of the little white boxes; a two headed arrow will appear—hold down
the left mouse button and drag until the box is the size you want.

O One thing to watch for with text boxes is that they do not always automatically grow
larger as they are filled with text; you must make them larger until you can see all of
the text in the box. This means being vigilant about the size of the text boxes and
adjusting their size, as well as the size of your text, according to your needs.

Right clicking on text boxes: Cutting (Removing) a text box

The right mouse button has a great deal of functionality in PowerPoint. As we go along,

we will be exploring some of the options that are available with the right click.

1. Click once in the second text box on your screen (Click to add sub-title)

2. Right click (while positioning the mouse pointer over one of the edges of the text
box).

3. In the menu that pops up, choose Cut.
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At this point, you should have just one text box on the screen, with some text in it.

To Insert a New Slide '3
1. Go to the Insert menu
2. Choose New Slide.

Inserting a text box

To insert a text box—

1. Go to the Insert menu and choose Text box.

2. Your mouse pointer will appear as a tall, vertical arrow. Position the pointer where
you would like the top left of the text box to be, then hold down the left mouse button
and drag it down (diagonally) to where you would like the lower right corner to be.
Then let go of the mouse button.

The box will not necessarily appear to be the size that you made it. Don’t worry about

that, though, you can make it larger as needed.

Changing the Appearance of the text box
1. Click once on the top text box to see the border around it.
2. Right click on the border.
3. In the menu that pops up, choose Format AutoShape.
A. In the Format AutoShape window, you can change the fill color and the
border of the text box.
B. Under the label “Fill”, click on the drop down menu next to Color. Next,
choose a color.
C. If the color is a bit too overbearing, you can put a check in the box labeled

“Semitransparent” Format AutoShape Ed |

to tone it down a bit.
D. Next, under the Colors and Lines | Size | Posikion | Ficture I Text Eh:uxl

label “Line”, you can Fill
choose use the drop _
Color: I_ vI [ Semitransparent
down menus to
choose and style for Line
the border of your
text box. Calar: ] aw- | =
4. Once you are satisfied with Dashed: | =] weight: |u.?5 ot =]
your changes, click OK.
Connector: I j
Arros
Begin styvle: I j End stvle: I j
Beqin size: I j End size: I j
[ Default for new objects
Ik | Zancel | Preview |
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Formatting Bullets

You can change the appearance of the bulleted items.

1. Select (highlight) the text that it is bulleted.

2. Go to the Format menu, and choose Bullet.

3. In the box that pops up, you may have to change a few things.

A. First, in the box labeled “Bullets from” click on the drop down arrow and choose
the style called WingDings (There are other styles to choose from, but that is one
of the better ones).

B. After choosing WingDings, there will be a grid with all sorts of tiny icons. Choose
one that looks good to you.

C. You can also change the color of the bullets by clicking on the color option. You
may either choose from the colors shown, or click on More colors to get a larger
array of options.

4. Once you are satisfied, click Okay until you are out of the Bullet window.

Drop-down list of 21 x
fonts with bullet |

graphics
Bullets From: Color Size:
|[Hormal Text] =] [ — ] [100 2] % of e
Yl?ukcan Tk [s [ele] [ [* [« [ ]-T [¢[o]u]2]a]¢]s]s]r]s]=] ]: ﬂ
1 n
cickona [T T \alalelclo|e|r|cla|r |7 c[Lw|o]e|a|sls T v |v|w
bullet item
to see a YZ[\. Sl [albleld]e|flelh|i|i]lk]|]l|m|n|o|p|q|x]s
Iarger u v |arfz\{w|=|{|]|}[~|O[E€|O], 5. -[T|T a5 [« VE|O(O|O
version. Sl - —| e s s | (OO TR IH N EINEG
@7 (2= el L e e A A AL |4 |4 LE|C
EIEIE|IE|T|I|T|T | |0 |O(O(S[D(0x|a|a(T|T|T|T|e]|6]a|4|a]3
iﬁae-;éééeiiii&ﬁ&énﬁ.‘:‘u+aﬁﬁﬁﬁ:}bj‘rj
| 0k, I Canl:ell
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Adding Animation Effects to your text
1. Right click on the edge of the text box.
2. In the menu, choose Custom Animation.

A. In the Custom Animation window, you can change various elements which

affect how the text will show up on your slide.

B. You will be working with the Effects section of the window. Under the label
“Entry Animation and Sound” you can go through the list of options and

choose an animation for your text.

C. You can also choose to associate a sound with the text animation, although

you may want to try that later.

D. In the box labeled “Introduce Text” you can change the rate at which the

effect takes place; such as all at once, by word, or by letter.

E. You can click on Preview to get an idea of how the animation will look.

3. Once you are satisfied, click Okay.

Animation order

2. Object 2 EI

Click on
the Timing
tab to see a
list of other
items on
the slide
that can be
animated.
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[#]

Tiring  EFfects IChart Effects | Play Settings |

—Entry animation and saund

Peek Fram Top

I[Nu:u Sound] j

— Afker animation

|pan't Dim i

Zancel

.

Prewview

—Introduce kext

IEi*;.-' Letker j
[ Grouped by |15'1 "I

level paragraphs

I Inreverseiorder
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Save your work [

1. In the file menu, choose Save As.

2. In the Save As box, change the Save in location by clicking on the drop down arrow
and choosing your network file folder from the list.

3. Give your presentation a name (if necessary)

4. Click on Save.

Open an existing presentation
When you start the program, choose to Open an Existing Presentation. Look in your
network folder, and Open the file you saved last time.

View what you have so far
To see what you have for your slide show so far—
1. Go to the View menu
2. Choose Slide Show.
A. Your first slide should appear. Click on the screen to advance to the next
slide.
B. Keep clicking to advance the slides.
C. When you get to the last slide, with the animations, you will need to click to
make the animations occur.
D. Once the show is over, you can right click on the screen and choose End
Show from the pop up menu to go back to the slide editing mode.

View menu

In the View menu, you will notice several options for viewing the slides you have

created.

e The default view is Slide. The Slide view gives one a slide by slide look at the
presentation. It is in this view that you will create and edit your slides.

e The next view is Outline. Outline view is useful in that it creates a summary of the
text on your slides in an outline format; its limitation is that it can only summarize the
text, and not other elements such as pictures. It can be very useful, though, for
getting a quick look at the flow of your ideas.

e Slide Sorter view allows one to move slides around easily. (See pages 13-14)

Other useful features in the View menu include:

Toolbars—The Standard and Formatting Toolbars should always be visible. A check
next to a type of toolbar means that it is visible at that moment. It is not desirable to
have too many toolbars active at once, since it clutters up the screen.

Ruler—This feature, when turned on (checked) shows the rulers for the slides.
Zoom—This setting lets you zoom in or out on the slide, it does not, however, change
the slide’s appearance. (This is the same as the --% item on the Standard toolbar).
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Changing a slide’s Background color and texture

1. Right click on the slide Backgound  [@K|
?, glri]c?lszi ?haeclé%(:)uggwn menu to choose o Ml
a color. {You. can also choose from More < Title of Slide
gglrc])er? and click Okay when you are  Bullet ket p— |
“ Tocnange e Teruro oekennocror | (SR IT | oo |
o =

™ ©mit background graphics From masker

5. Decide whether you want illlE=E

to Stay Wlth one COlor or 'Gr'ElleEI'Itl Texkbure | Pakkern | Pickure I

1

choose a second, and ok
click the appropriate
button. " one color Cancel
6. Choose a shading style  Tuo colors
you like. ~ ;reset
7. You might also try the -
Texture and Pattern
sections for other —Shading styles © rVariants
interesting background  Harizontal
options. -
8. When you have a :: iﬁrtlcall
background you like, click fagnna =
Okay. " Diagonal down
9. Lastly, back at the " Erom corner
Background screen, click € From itle
the button labeled Apply.

In step 9, if you had clicked “Apply to All”, then your chosen background would show up
on all of your slides.
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To save an image in Netscape or Explorer (IE)

1. Right click on the Image

2. Choose Save Image as (or Save Background as); IE — Save Picture As

3. Save the image to the appropriate location, changing the name of the image if
necessary.

Sarve Picture EE3
save i [ 1B = i
] Backup 1 Examiview [ Scanjet
|_1 Cdrom CIMouse [ £330
1 Dell @ My Documents C1'windaws
1 Dol (1 My Music (1 windows U
1 Dmi L Movel [ 1'amaha
|1 downloadb ca Program Files
1| | 10
File name: IIDgnSEDdark Save I
Save as hpe: IGIF [*.qif] j Cancel |
o

To insert the image into PowerPoint

Go to the Insert menu

Choose Picture—> From File

Look for the folder where it was saved to find the image you want
Click on the Insert button to add the image to your slide

PN~

il E3

Select Picture

Look in: I[:| one j @lll EEE' |E|ﬁ EI

g 10-12a-hame.jpg ok I

ﬂ" balloon. jpog

ﬂ" grey006, gif LEEII
Advanced. .. |

j grnbrwnd, gif
g sbogrd4. gif

. winodd0z, ipd

Find files that match these search criteria;

File name: I j Text of property: I j Fird Mo |
Files of bype: I.C'.II Pictures j Last modified: Ian';.r' kirne j Mew Search |

6 file(s) Found.
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Inserting clip art
To insert clip art—
1. Go to the Insert menu
2. Choose Picture
3. Move over and click on Clip Art.
A. In the Clip Art screen, find a picture you like.
B. Next, click on the Insert button to place it on the slide.
The picture will have boxes around it, similar to what you see around a text box. You
can grab the image at one of those boxes to resize it.
Try manipulating the text box and the image so that they are side by side.

[l Microsoft Clip Gallery 3.0

Al Cate - Inzert I

Acadernic j

Animals Cloze |

Buildings - —

Cartoons ) e, .

E ntertainment Eind... |

Gesztures

Houzehold Help |

Induztmy

People at ‘wiork,

Plants

Screen Beans

Shapes ™ Magnify

Signz

Sports & Leisure Clip art ir thiz

Transportation categony 77

Scrall davn ta view

:J mare clip art

Edit Categories.. Clip Properties. .. [rpart Clips. .. | @
Ed

!Elip Art Kewwords:  Beward Accomplizhment Milestone Guarantes
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Image action settings

You can change the settings for an

image so that you can jump to a

webpage when you click on the

image.

1. Right click on the image

2. Choose Action Settings from the
menu

3. Click on the drop down menu for
"Hyperlink to:"

4. In the drop down list, choose URL
5. In the box that pops up, paste or
type in the website address.

6. Click Okay (twice)

Hyperlink To URL |

LIRL:

] I Cancel

Mause Click, | Maouse Crver I

—Ackion on click,
" None
i Hyperlink ko

fitkp: v, nighkmaresorkes:, com

I | (s relative path forn hypetlink
e Eun prograrm:

| Brawse, |

£ R i EEhE

| [«
) Object acton;

| [
[ Blay sound:

I[Nu:u Sound] j

[~ Highlight click

Action Settings E |

(] 4 I Cancel |

* Image action settings can also be set to jump to other slides or presentations.

* When using this feature to load a webpage, it is best to either have a copy of the
webpage saved to your computer, or to at least run through the show beforehand and
preload the page. The Internet can be an unstable environment at times, and relying on
a webpage to be there when you need it is asking for trouble.
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Slide Transitions

Just as you can add animation to text and graphic objects, you can also change the way
you transition from one slide to the next.
To change the style of transition from one slide to the next, do the following:
1. Go to your first slide
2. Click on the Slide Show menu
3. Choose Slide Transition
4. Choose an effect (there are dozens of transition effects to choose from in the drop
down menu).
Optional steps
A. Change the Advance setting
a) Uncheck on Mouse Click
b) Set timer for a certain amount of seconds (not usually recommended)
B. Change the Sound setting
a) Choose from the menu of sounds (again, not recommended)
5. Click Apply to finish.

* Remember, the transition effect will take place on whatever slide you are working with
at the time you change the effect.

Sound files

Just as there are a variety of image file types to be found, there are also several flavors
of sound file. The default standard for Microsoft programs such as PowerPoint is the
.wav file type.

These files can be acquired in several ways. As with image files, we can go to the
Internet and find a .wav file to use. A good site to try is http://moviewavs.com/

To save a sound file, do the following:

Right click on the sound file.

Choose Save Link As

Change the save location to your network drive.

You may need to change the name of the file so that the extension “.wav” is at the
end of the file name.

5. Click save.

OO~

To add the sound file to your slide—

. Go to the Insert menu

Choose Movies and Sounds—> Sound From File
Go to your network drive

Select the sound file you want

Click Insert

abrwN =

As of PowerPoint 2000, mp3 files can also be used.
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Inserting a Chart (i

To add a simple chart to your slide, do the following:

1. Go to the Insert menu

2. Choose Chart

3. In the Chart data editing window that pops up, edit your data as needed (You can
select, or highlight, the sample data and press the [Delete] key to erase it).

4. To delete or insert rows, right click on the row and choose the appropriate item.

5. When you are done editing the data, click on the X to close the data window.

6. The chart will appear. You can make the usual changes to the box, such as making
it larger. You can also click on the legend box to change its’ appearance or what it
says.

7. To edit the data, double click on the chart and wait for the data editing window to
come up.

Adding numbers to your slides
To add numbers to your slides, you need to change the Header and Footer settings.

. 'l B
1. Go to the View menu and Header and Footer .'

choose Header and Footer

! Slice | Motes and Handouts I
2. In the window that comes up,

change the status of the check | nclue on side [ appivtoar |

boxes so that they llok like the I Date and time

example to the right. " Update autonmatically 2l |
3. You can, if you want, include BT ~] Cancel |

other elements in the header and

footer, but it starts to clutter up £ T Fixed

the slide. | ~Preview ————— :

4. Note the checkbox labeled _ |
“Don’t show on title slide”; this ' Slide pumber |

box should probably be checked, I~ Endter

as title slides generally look |

better without the number.

| ==_§
1

[ Don't shaw on title slide

Deleting a Slide

To delete the slide you are currently working on, go to the Edit menu and choose Delete
Slide.
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Manipulating Slides in Slide Sorter View B8 Siide Sorter View

In the View menu, choose Slide Sorter View.

Microsoft PowerPoint - [samplel afizh] 2] x]
File Edit “iew Insert Format Tools Slide Show indow Help  Acrobat ;Iilﬂ
s A e L = e = AT ) [E-<k=

“ il | Randarn Transition - - @‘

Fashivoy: one P o ]
Test bax 3-Bul leted list . . ‘g
Bullat L d 1
bullet E . a ’
# . " . .
Texthoxiwo e ibak & ' I
i 4
iz 1 3 4

This view will show miniature versions of your slides. It is useful for getting an overall
idea of the layout of your presentation. Notice the box around the first slide; it is the
slide that is currently selected.

An alternate way to delete a slide is to select it and hit the Delete key.

You can also copy and paste slides more easily in the Slide Sorter view; just select the
slide, then either choose Copy from the Edit menu or use the Copy button on the
toolbar:

Microsoft PowerPoint - [sample1 afish] =
H File Edit iew Insert Format Tools Slide Show Window Help Acrobat =l
IS A A =TS = A ) |m=®
= . SEEE
Fesdie: ong i
Taat Baw I-Bol keted List i
B N o
i
z [ .
Texthoxtwe J ;
§liEns 1 50 2 3 4

As you move the mouse pointer over and between the slides, a vertical line will appear
on either side of the slides. That line indicates where you are in relation to the slides;
for instance, if you wanted to Paste a slide in-between two others, you would first click
in the space between those slides. Then choose Paste from the Edit menu or use the
Paste button the toolbar: &
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You can also click and drag slides around to other spots to change the order of the
slides. Again, be observant of the vertical line; wherever you release (unclick) the
mouse is where the slide you are moving will end up. Of course, you can keep moving
slides around until you are happy with the order.

Microsoft PowerPoint - [sample1 afizh] M ES
” File Edit WYiew Insert Format Tools Slide Show ‘Window Help Acrobat =131 %]
[DEEa@y Teey e craemasuzaann e« =0 |B B
= : =55
G Tt o i
Tasxt box 3-Sul leted Lisk
d B L
a
f ) . s
' ; Texihoxiwo
1 3 [N 1 4

When you wish to return to the regular slide screen, go back to the View menu and
choose Slide: El Slide Yiew

Changing Object Order

When using several images and text boxes on a slide, they will occasionally overlap.

The priority given to each object can be changed; each can be brought forward or sent
back.

You can add an image or text box to the slide, then change the priority of its’
appearance.
To do this—
1. Right click on the object and select Order
2. In the Order menu there will be four options:
A. Bring to Front: Keeps the item in front of other items
B. Send to Back: Positions the item behind all of the other items
C. Bring Forward: Moves the item up (forward) one level in the positioning hierarchy
D. Send Backward: Moves the item down (backward) one level in the positioning
hierarchy
Changing the order of items on the slide allows you more flexibility and makes for some
interesting looking slides.
ﬁ Bring ko Fronk

By send to Back
LY Bring Forward
[y send Backward
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Recommended Color Combinations

Yellow on Black White on Black

Yellow on Navy Black on White

Additional Resources

Digital Studio PowerPoint FAQs: http://www.soniacoleman.com/FAQs/index.html
FGCU PowerPoint Tutorial: http://www.fgcu.edu/support/office2000/ppt/
Microsoft's Tutorial:
http://www.microsoft.com/education/tutorial/classroom/ppt97/overview.asp

Tips

1. Know your audience

2. Play to your strengths

3. Keep handouts to a minimum

4. The maijority of the information should come from you, not the screen

5

. Always have a backup in case the equipment turns on you

Notes
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