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PowerPoint is a applica- [
tion used for the creation of { L | Tm
presentations. These presen- -
tations are laid out in a | “ Proqrams
“storyboard” type fashion, [{#]:355 woltsem
where individual slides are

Documents

created and formatted with |}
text and images. PowerPoint | Settings
presentations are widely used
in classrooms as note out- [3% Search
lines for teachers, and for
project presentations, Help and Support

The point of the slides in |3
PowerPoint presentations is |} i Run...
NOT to fit as much detailed |15}
information as' you can onto [3 Shut Down..

a single slide. Rather, each b
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slide should contain elements PR ',
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that briefly sum up the ma- ===

jor ideals) of what you will be presenting for the du- |

ration of the slide.

. The style in which you create slides is completely
up to you. PowerPoint allows you to choose from a
wide variety of formats that include sections such as
titles, lists, images, or charts. Any of these can be in-
corporated into your presentation. The main thing to
keep in mind, however, is that an audience will be
viewing this material; it must be large énough to read,
yet not so large that it takes up far too much of the
screen to include relevant infor-

separate element in a slide (be it text or an image) is
considered its own object, and can be moved and
modified independently from other objects in a slide.
We will get into the specifics of how to actually cre-
ate these elements in a bit, but you should know from
the start that you are not limited when creating a
slideshow. -

The Opening Screem : When you start
PowerPoint, a number of screens and panels will ap-

pear on your screen. You can go in a number of di-
rections from here,

mation.

e e e

All Writing Pragram com-
puter classrooms come equipped |
with PowerPoint already installed

iny
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on the computers.

Opening PowerPoint : To
begin running PowerPoint, go to
the Start menu, and navigate to
“Programs.” If you navigate to the
Programs menu, and from there,
navigate to the Microsoft Office
applications, you will see
Microscft Office PowerPoint 2003
listed.

About 'the Slides : On any
given slide in' a PowerPolrit pre-
sentation, you can present your
information in a variety of ways.
You can type in text using text
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boxes, insert images or sounds,

create charts, graphs, or lists,
and make text columns. Each
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"™ Across the top of the screen, you'll notic |

‘ , cea
hat looks similar to ones used in word procmiﬁn?::br:f
. . These tools allow you to format and edit text

“nd other elements in your slide. We'll get int
Jetall about this toolbar later on in ﬂlegmtoﬂglmore' 2 i
On the left side of the screen, there' \ 3 Help L
M - . €'s a panel with ] nep
two tabs called “Slides” and "Outline” this allows you b
to view all of your slides in your slideshow as small | A Search Results - i
images (in the "Slides” mode) or as text (you can view H clip Art ' b
as tm if you click on the “Outline” tah). ] | -
The p?::ld on ﬂlc; bottom has more tools for edit- 4 Research ‘ .
ing your slides, such as Drawing and AutoSh 4 g 'y
The Task Pane; , apes. 4 Clipboard i
The panel on the right side of the ser : 9 )
een is actu- .4 New Presentation i
ally called the “Task Pane.” As the name implies, it | i '
con:ﬂ::s all the main slide control tasks for your pre- 4 Template Help
sentation. i :
‘ If you ever lose sight of this panel, go to the menu § } Shared WOrkspace i
bar in PouwerPD‘int. navigate to “View," select the .1 4 Document Updates '
“Toolbars” menu, and make sure “Task Pane” is se- I i
lected. Slide Layout ¥ B
o L Slide Design 5*"1 !i I
ST WieToS0Tt DOweTPOIRL - [PraseRtatOm] o - o v i g 4 cide Design - Color Schemes - il
' , o [t
& 4 slide Design - Animation Schemes kR
- b ; t
| 4 custom Animation i
. 4
il

Golor/Grayscale . .

" Toobars TV I[] standerd
1] Header and Footer. J Formatting
3 Controi Toobox
7| Draving
 outing
Picture:
i Reviewing
Revisions
| Tables and Borders

A zoom..

Getting Started

You may find the third potion of the menu the
most useful. Using these menus, you can format the
Slide Layout, Slide Design (make custom color
schemes, and animations), Custorn Animations, and
Slide Transitions.

For now, let's take a detalled look at the "Get-
ting Started” panel on the right side of the screen.

Open a PowerPoint File : In the “Open” section
on the bottom of the “Getting Started” panel, you have
the option to open a pre-existing PowerPoint file
(PowerPoint files end in the file extension “.ppt") by
clicking on the “Open” icon.

When you click on the “Open” icon, navigate your
computer to locate the file you wish to open. Select
the file name and click “OK" to open the file."You can

edit the presentation as needed. i
Create a New Presentation: ,
If you want to start a new presentation, you can
| do one of many things. Click on the “Create a new
presentation...” button. You'll notice a change in the
“Getting Started” panel. it's now called “New Presen-
tation,” and you can alse move fo ! .

“home" using the buttons on the top of the panel if

you want to go back and read information you may

have passed.

When you first open PowerPoint, the “Task Pane”
is set to display as the “Getting Started” panel, This
will help you in beginning your presentation.

If you click on the amall triangle, you can expand
the menu to see all of the sub-menus included in the

. ~'Tagk Pane:
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In the “New” sec- |
tion, you can make a
new presentation us-
ing a blank presenta-

. tion, a design tem-
plate, the Auto Con-
tent wizard, an exist- r
ing presentation, or
from a photo album. | {#
At this point, we'll
describe in detail the
different ways you can
begin your new pre-
sentation.

Blank Presenta-
tion : Click on the
“blank presentation”
button. The panel
will then give you a
number of slide lay-
outs to choose from. || py <

Please note the
different kinds of ob- | | [Emm=]
jects in the slide lay- E1%
outs: long bars of gray | | ||&:3
represent text boxes, .
boxes with little pic-
tures in them repre-
sent image objects,
and the bulleted lists
represent unordered
lsts, '

If you choose to
select from one of

- these pre-made slide

s

[} Blank presentation

£ From design template

g8y From AutoContent wizard. .
@ From existing presentation...

Photo album...

Templates

Search online for:

[

i . '-SG .

E@ Templates on Office Online

@ On my computer, ..
On my Web sites...

" R

Apply slide layout:
Text Layouts ; 12;

i)

i

-‘tmiteht Layouts

"button. The follow- #Available For Use
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appear:

-made backgrounds

“the entire list of de-
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layouts, keep in mind that you can change the posi-
tioning and even delete some of the objects in the lay-
out. Nothing is set in stone, and you can always modify
objects, even in the pre-made slide layouts.

If you want to try to be a litile more advanced, you
can choose to make a completely blank slide, and. then
insert objects and text as you work (the blank slide is

| the one at the top of the “Content Layouts™ area in the

“Slide Layout” panel). »

Find a layout you like, and click on it in thc.panel
window. As soon as you click on the layout in the
“Slide Layout™ panel, the layout will be applied to the
current slide.

From this point, you are free to create the rest of
your presentation as you see fit. To create a new slide
based on a pre-made layout, right-click on the“layout
you like in the “Slide Layout” panel, and select “Insert
Slide.” You will then see the new slide appear on your
sereen, as well as in the “Slide” view on the left side of
your screen. If you want to change the order of the
slides you made, simply click and drag the selected
slide in the “Slide”
panel to the desired
location. Please read
the “Create Slide
Content” section for
more information on | Lt Color Schemes
how to add content | it Animation Schemes

to slides. Apply a design template:
Design Tem- | R Gy
plate : In the “New” i : Used in This Presentation (7}

R ‘E
H Ly

section of the “New ‘!
Presentation” panel,
click on the “From
Design Template” !

[P

i
5

ing panel will then

This is a list of
different design tem-
plates. They are pre-

and layouts that you
can use to build your
presentation. Use
the scroll bar to see

signs.

When you see a
design template you
like, simply click on
the design, and it will
be applied to your
presentation. Now, | !
every time you make | . |
anewslide, itwillre. | i
tain the design tem-
plate you selected.




ALH
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. .You can choose a new de- : — —
. sign template by clicking on a
“different design in the “Slide

pesign” panel on the right.

You can right-click on a
design template to bring up
gven more options. You can
apply a design template to se-
lected slides, all the slides, use |
the design for all new presen- [ :
tations you create, or choose to
view large preview versions of
the slide designs.

At this point, you may cre-
ate new slides as needed.

AntoContent Wizard :
AutoContent Wizard acts like
an interactive tutorial that will
make suggestions for the cre- .
ation of slides and content. If

e 2 he e

AutoContent Wizad

A S ot g Y

The AutoCentent Wizard gats VDL.I started by
providing ideas and an arganization for your
presentation,

NI i T A e et

In the “New” section of the “New Presentation” | Started” panel. From there, click on “create a new
panel, click on the “From AutoContent Wizard” but- presentation,” and you will see the various "New pre- i
ton. The following window will then pop up: sentation” options.

Go through all the steps the Wizard takes you Photo Album : You can create a new presenta- ;';
through, and you'll have the beginnings of a template | tion based on images you have saved on your com- 1
in no time. All you have to do is click on the “Next” | puter or digital camera.
button to continue through the Wizard. Select the “Photo Album...” button from the "New

Existing Presentation : You can also choose to Presentation™ panel. The following window will then
make a presentation from an existing file. To choose | pop up:

you have never made a slideshow presentation using Note: If you no longer see the “New Presentation” _
PowerPoint before, then you might want to consider | panel, click on the house {(Home) icon in the panel ;
using this feature. on the right. This will take you to the "Getting |i

—

this option, click on the “From Existing Presentation” Click on the “File/Disk” or “Scanner/Camera” af
button in the “New" section of the “New Presentation” | buttons to obtain the desired image. This will insert ’
panel on the right the image into the “album.” From here, you can edit
: — e Ty the image, add text using the g
e L L RN R : 7 Al . ” i
Photo Album ' i | “New Text Box" button, and pre- L
A - e —_ ] view the slide. i
Album Content : i Ib*- ) Preview: Once you have a slide you JF
Tnse rt picture from: ) POes R . -1 i like, click on the “Create” but- ,"'i

i ton to make your slide based on 5,‘;

ScannerjCamera your image.
Scanner e N | Save Your Slide Show : It's
insert text: No preview s avallable for this | important lo save your work fre-

your work. To save your presen-

I
[
‘E : f i
New TextBox | =~ | ‘ selection quently, so that you dom’t use i
- : E . #
i
i

Picture Options: i tation, go to the menu bar and 3
L flaptiers D BLL prhures | ‘ select File >> Save As. When the ?|
AW pereres plarandeite oL Lo o e e -t : — - , window appears, find a location m
T merwn 40 b G0 T 0T Yl tg save your presentation on i

e . —... — { your computer, and give it a file i

Album Layout — ==——— T T name in the text box.
To save your file periodi- ’
cally as you work on it, go to
the menu bar and select File >>
Save (or use the shortout

Ctrl+S).
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. Create Slide Content : Entering text, images,
_ and other elements into your presentation slides can
be quite easy and fun. Editing pre-existing slides or
creating ones from scratch is a simple process, and
" there are so many tools available to give each of your
slides tts own unique character. The following is a
list of many ways you can create slide content.

If you have not done so already, either start a new
presentation (if you do not know how to do so, please |
read the “Create a New Presentation” section) or open
a pre-existing presentation,

Create a New Slide : Whether you are using a
pre-made design template or working from your own
design, it is very easy to insert a new slide.

(1) Use the “New Slide” button :

X

Fia| New Slide i

Type 3 question for help -

A ~ |, Design

fmn e e ey W

v

le Lavout -
N LR P IO P LR S

R LY TR
Ay

Look to the upper-right corner of the screen. You

X

should see a small button called “New Slide.” Made |

sure you are in the place in your presentation where

you want to insert your slide (to check, see what slide |

is selected in the “Slide” panel on the left side of your’
screen). Click the “New Slide” button to insert a slide
under your current position in your presentation.

For example, if you only have one slide in your
presentation, clicking this button will add the new.
slide AFTER the first one, If you have two slides in
your presentation, but you want to add the new slide
in between the two, select the first of the two slides,
and cHck the “New Slide” button. The new slide will
be inserted in between the two existing slides. This
should give you an idea of how slides are inserted
based on what current slide you have selected.

(2} Right-click in the “Slide” panel

' Make sure you can see the “Slide” anel .
left side of the screen. Simply nght-cllgk an;t;:hg;g
. in this area, and select "New Slida" from the hottom

~ of the menu, A new slide will be inserted, |

: ply click on a col-
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3) Insert New Slide: Go to the file menu and se-
lect Insert >> New Slide. A new slide will be inserted
after the slide you are currently working with (short-
cut command: Ctrl+M). -

Slide Design : Once you have created a slide, you
can begin creating a design for that slide. To. view
the Slide Design menu, click on the butEon in tl;le up-
per right corner of the screen that says “Design™

ian Slide
|l Design " iew SlcB.

The “Slide Design” panel will now appear on the
right side of the screen.

v X

S pibpaaiieen e i
..

{a&d Color Schemes
it Animation Schemes

There are three
sub-menus in the -
“Slide Design” pan- 5
el: Design Tem-
plates (which we
have already dis-
cussed), Colour
Schemes, and Ani-
mation schemes.

Colour
schemes are useful
if you are not al-
ready using a pre-
made Design Tem-
plate. If you click
on the “Colour
Schemes” text, you
will see the Colour
Schemes menu :

From this
point, you can ap-
ply pre-made co-
lour schemes to
one, some, or all of
your slides. Sim-

v X

AT g R AT Tt

jS!il_:Ie Design
1)) Design Templates

{s2+ Color Schemes
7% Animation Schemes

i

Apgly a color scheme:

e e

Title

i

| ‘ -
‘ = Bullat ] a Bullet |
| i i

|

Title Title '

» Bullet

or scheme, and
you will see how it
looks on'the cur-
rent slide appear-
ing on your screen.

If you don't
ltke any of the
available pre-made
colour schemes,
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§ dick on the text at the bottom of the panel that says

- gdit Colour Schemes.” A new window will pap up
| ihat will aliow you to make your own custom colour

gcheme
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The other section
of the “Slide Design”
menu is the “Anima-
tion Schemes” menu,
We will discuss this
menu later on in our
section about slide K
transitions and ani-
mations. Now, let's
learn how to insert
objects and text into
our newly designed
slides.

Inserting Ob-
jects : In your slide,
you may wish to in-
sert objects that may
not already exist. You
will have to insert
objects from scratch
if you are making
your slideshow from
a blank presentation,
or if you have used a
pre-made layout and
want to add in more
objects. To add in a
text box, an image, |
or some other ele-
ment, then you have
to use the “Insert” menu on the menu bar to perform
these functions. d '
Insert New Slide: Go to the file menu and select
. Insert >> New Slide. A new siide will be inserted after
| the slide you are currently working with (shortcut com-

JInsert | Format Tools Slide
3] New Slide CtrM
"3 pyplicate Slide

hoa.

H
a1
o -l

Slide Number

Date and Time...

4 Symbol...

Vi Comment

slides from Eites...

Slides from Outline. ..

Bicture ‘ b
5 Diagrafi...

Text Box

Moyies and Sounds »
Chart... v '
?" ‘Table...

: Object..

Chrl4+K

Hyperlink..,

mand: Cirl+M).

- tures. Here, you can add borders,
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. Ingert Text Box: Go to the file menu and select -
Insert >> Insert Text Box :
Ingert Pleture: Go to the file menu and select
Insert >> Picture and choose from one of the optioné. -
depending on what type of picture you want to insert.”
Clipart: “Clipart” are images that already come .
packaged with your computer. These are generally
simple images that can be very effective when used in
PowerPoint presentation. Clipart also functions as 2
eye-candy for your slideshow to keep things looking B
interesting. Use the Clipart menus to navigate through' -
different categories of images to find the pictures that -
best suit your needs. ' ' :

From File: You can use the "From File” option i )
|

to browse your computer to insert a specific image that
you have saved. !

AuntoShapes: “AutoShapes” lets you create your b
own simple graphics, such as lines, word balloons,
stars, and other shapes.

Insert Slide Number: In PowerPoint, you can
number each of your slides. To do this, insert a new .
text box for where you want your slide number to be
posttioned, and select Insert >> Slide Number from the
menu bar.

Insert Date and Time: Works just like the above
“Insert SHde Number” tool. You must make a sepa-
rate text box to insert your date and time. Then, se- i
lect Insert >> Date and Time from the menu bar. A . !

1
!

pop up window wili then appear, allowing you to se- -~
lect an appearance for the date and time, .
Insert Movie or Sound: For a media-rich
slideshow, you may decide to display some movie or '
sound files that you can play during your presenta- -
tion. You must first have the movie or sound file saved
on your compuiter. ' . i
Insert Chart: By going to the menu bar and se- i
lecting Insert >> Chart, a spreadsheet will pop up into
PowerPoint. You can manipulate data in order to cre-
ate your own charts and graphs. .
Insert Table: Go to the menu bar and select Insert
>> Table to insert a number of rows and columns to
create a table. When the table is inserted, a new table _
menu window will pop up with various formatting fea- ]
change the border '
sizes of the table, and manage the cells in the table.
Insert Hyperlink: If you are giving a presefitation
on a computer that has access to the Internet, then
you may find it helpful to have some hyperlinks in
your slideshow, so that you can click on a link while
you are presenting and then demonstrate a web site.
To insert a hyperlink, go to the menu bar and select
Insert »>> Hyperlink, Then, a new window will appear
for specifying the information rege ding the hyperlink
you want to insert into your document. ,
Insexrting a List : Lists boxes are the same as any
other text box. There are many ways you can create -
lists in text boxes in PowerPoint,

ks

o
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feiazs] |
- ‘The first way Is to create a new slide and choose

a slide from the pre-made layouts. You can recognize |

- a slide with a list object box by the bulleted list.
o Another way to add a list is insert a new text box
‘in a slide. Then, click iniside the box. Using the for-

‘matting toolbar, click on the N+-mbering or Bullets
button.

To start making your list, simply click your cur-
- sor next to the first bullet and type. To add a new
item to the list, just hit the Enter key on your key-
board to begin a new line.

Insert WordArt : Inserting a WordArt element

rather than regularly formatting text can give a little |

extra flair. WordArt is essentially iext effects. To bring
up the WordArt Gallery, open up the WordArt toolbar
by going to the menu bar and selecting View >>
Toolbars >> WordArt. A separatz toolbar just for mak-
ing WordArt will now appear.

XL e

| eren.. |53 O AR 3 =&
9 2 3 436 7 88

1. Insert WordArt: When you click on the “Insert
WordArt" icon, a WordArt Gallery window will ap-
pear offering various styles of WordArt to choose
from. Click on a style you like and then press
“OK." You will then be taken to the “Edit WordArt
Text" window where you can type in the text for
your WordArt image.

2. WordArt Edit Text: You can go back and edit

. your text for WordArt by clicking on the “Edit
Text..." button. In the window that appears, you

——4

-

can format the text by modifving the forit. size, |

. bold and italics attributes.

8. WordArt Gallery: Opens up the WordArt gailery
window (see #1). . ’ .

4. Format WordArt: Formatting 3 o.:r WordArt fur-
_ther allows you to manipulate your WordArt lext.

You can change the WordAr. cclor(s), ahgnment
and position, lines and borders, and size.

5. WordArt Shape : You can pick a shape for your
‘WordArt to conform to by selecting a style from
the WordArt Shape drop down menu: Some shapes

_ include arches and circles. :

el : Click on thi
. WordArt Same Letter Heights Clic 8
° button to make all of your letters in your WordArt

have the same height. The tops of each letter are

all lined up across the toPLECluaMY- téxt

rdArt Vertical Text : ines up your ver-

. 1:ivt“:)alli_wy 50 Yhat each letter in the WordArt is lined
up on top of each other, forming a column.

8. WordArt Alignment : Gives you a selection of
text alignments, such as center, left, right, and
stretched justification.

9. WordArt Character Spacing : By clicking on this
icon, you can choose to have the letters in your
WordArt either spread far apart, or packed to-
gether tightly.

Edit Text : To type in a text box, use your cur-
sor and click in the text box that says, “Click to add
title.” Once the text box is active, you can type what-
ever you want there, as you would in a word proces-
sor. When you are finished typing, click outside of the
text box to see how your text looks. You can select
the text box by clicking in the inside of it. When a
text box is selected, you can edit the text inside or
move the box around and reposition it on the slide.

R

Click to adba sfubtitﬂé

A text box (or any other object in PowerPoinf) is
selected when you see the gray, bold outline going
around the object, and when your cursor turns into
a cross. You can adjust the size of your text box by
using your cursor to grab the “handles” that are placed
around the border of the text box (they look like the
small white squares that are on each corner and on
the sides of the selected text box). Drag the handles
to where you wish to position your text box.

If you want to change the look of the text in your
t?xt box, then you must first select the text. Click in-
s.lde of the text hox, and then use your cursor to high-
light all of the text you wish to modify. Lel's say you
want to bold the text, change the font, and give the
text a new color. You can make all of ;.hese changes
qsing various tools for editing text in PowerPoint. The
first area which you should pay attention to is the

Formatting Toolbar.” If you do not see it in Power

Point, then go to the menu bar and select View >> Toolbars >> Formatting to'access this (oolb
s loolbar.

L ‘2 «|B I U|E
b o i S AT A g i b o e L ik

As you can see, it looks like an .t formatting tool
_ X : > any other formatting tool
j:mj:l processing program. Some basic formatting allﬂgbu'&f‘: 1

an change the alignment of text (left, right, centercd) j

indenting of your text,

' Hists. You can also change the

1]
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a:';cl Zt you may be accustomed to, such as in &
28 woll ude bold, underline, italics, and shadow. You
as well as insert numbered and unordered (bulleted

s e A i
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3 || Autoshapes~ N\ . [1. O B <
T AT S ‘a'-.\*«"-x'fmv'«‘\?‘i:-s. B N ST

H On the toglbar, you will see an icon that looks
-~ jike a letter "A” with a colored bar (the default color
is black) underneath it. This is the tool you can use
to change the font color. Make sure the text you want
to change is highlighted by your cursor. Go over to
the Font Color icon on the Drawing toolbar and click
on the small triangle. A small menu with colored
squares will appear. However, not very many colors will
be available for you to choose from. So, click on the
text in that menu that says, “More Colors...” There,
you can choose from a wider variety of colors. Use the
cursor to pick a color and then elick “OK.” The color
will be stored in the menu. To apply that new color
to your text, select the desired text to be changed and
then click on the Font Color icon.

It's also possible to delete text box objects,
whether they have text in them or are just empty text
boxes that may be leftover from a slide layout that
you don't want to use. To delete a text box, make sure
the text box is selected and then click on the outside
border of the box, Then, press the “Backspace” or “De-
lete” buttons on your keyboard. Alternatively, you can
right-click on the text box so that the sub-menu ap-
pears and then select "Cut.”

You can also edit your text using the Format Text
Window. This window presents a few more advanced
and detailed options for modifying your text. To ac-
cess this menu, go to the menu bar and select For-

mat >> Font (you must be in a text box in order to

The “Drawing” toolbar can also be used to modify text. ‘The “Drawing” 7
- , . toolbar can be fo ‘
onom_' sqem. If you don't see this tool bar, go to the menu bar and selgect View >> Toolba:'lsns:vogrgl‘;lg;tmm

& —

i Fo ;"F

In this window, you will find most of the same
formatting features found on the Formatting Toolbar.
However, when you use this window, you will have ac-
cess to a few extra features, such as emboss, super
and subscript, as well as font color.

Editing an Inserted Image : Inages that are in-
serted into a PowerPoint presentation (see above sec-
tion on “Inserting Objects”) can also be modified.

There are a number of things you can do to im-
age object boxes in PowerPoint. If you have a slide us-
ing a pre-made layout with a pre-existing image ob-
ject box, then the first thing you can do is double-
click the box to insert a Clipart image. You will then
be taken to the Clipart menus, when you can browse
through different categorles of images. When you find
a Clipart you want to insert, a submenu will pop up
asking you if you want to insert the image. preview
the image, or search for images of similar content. You
can choose from any of these options if you want, or
you could simply click an image and then click the
“OK" button to insert it into the image object box.

Please note that when you change the appearance
of an image in PowerPoint, you are not actually chang-
| ing the original image file, so you don't need to worry
about changing a picture in PowerPoint, and then
override the image you already have saved.

If you want to insert an image you have on your
computer or a disk, and don't want to insert a Clipart
file, then go to the menu bar and select “Insert >> Pic-

access this window). ture >> From File...".
e e o T R £ R T TR TR T W o
Eort: Fonkstyle:
| Bl o | [Regular
T TN Reguar
" arial Black 3! {Bold
B Arial Narrow - biltalie
T Arial Rounded MT Bold iB‘:"d Tealic
B avantGarde YT -
" Qunderline [ superscript |
. ] shadow Offset: |0 !-;{f %
[1Emboss [ Subscript []Default for new objects

::.';__.d.; PR __,-:;".‘ZW

This is a TrueType font.
This same font will be used on both your printer and your screen.
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14. Reset Picture: By clicking on the “Reset Pip. ! _

ture” button, you can remove all of the for. |
matting you added to your picture and rever
the image back to its original state.

The Slide Show Menu:Not only can you modify
the appearance of text and slides, but you can algg
change how the slide show presents itself. The S_lid‘e
| Show menu gives you the ability to change how slides
transition from one to the other, and you can alsg

lide. To wi
hange the way text appears on the s de. ew
‘ :his n%enu, go tg the menu bar and select “Slide Show”

and click on the expandable triangle at the bottom

- [ciEase]
| Once you have inserted an image, you can Chal‘ltgz
various aspects of that image. For example, msin?r o
cursor to click and drag the corners and sides O g e
image stretches the image out, and iricreases Or Ge-
creases the image’s size. |

Selecting the image brings up a new pop-up menu
called “Picture.” There you cait modify the appearance
of your image in a number of ways.

i

3|
7
3

FIETE S L ab

S 2 86 86 7 8 9909 91299 %4

1. Insert Picture from File: Browses your com- |

puter and inserts a saved image.
2. Color: The drop-down menu here contains

functions for changing the look of your im- |

age. You can keep the colors of the image the

same, make it grayscale, turn it into black |

and white, or make it a watermark image.

3. More Contrast: Increases the intensity of
color in an image.

4. Less Contrast: Decreases the intensity of

color iri an image.

5. More Brightness: Adds white to an image to |

. make it lighter.

6. Less Brightness: Adds black to an image to |

make it darker.
7. Crop: Using the Crop tool trims a portion of |
an irnage.
~ 8. Rotate Left 90?: Spins the image around in
90 degree intervals,

9. Line Style: Adds a border around an image.

Decide on a line width using the drop down

menu.

10. Compress Picture: Lowers the visual qual-
ity {dpi) of an image. This will make images

appear faster in your presentation, but they |

may not look as nice.

11. Recolour Picture: Opens up a window that
allows you to change colours in your picture.
If your image is a bitmap file, then you can
gg}g;gecolor an image if you have an image

Program on your c
Adobe Photoshop. Y omputer, such s

12. Format Picture: Clicking this button brings
Up & more complex and detatled menu for ed-
tting your tmage. Contains options that would
not normally be available using the main “Pic-
ture” toglbar, -

13. Set Traneparent Colour: When you make a
colour of an image transparent, you make it
appear to be “invisible” in a picture, Use this
tool to click on a colour in an image that you

want to make transparent. The colour will |

then become somewhat “see-through.”

| be,

of the menu to view all of the features in the menu,

ﬁ"QFS"‘E‘W ' window _ Help
; 'fi"? Yiew Show F5

|
i

¥ Set Up Show..,
o Rehearse Timings

Recard Narration...

Action Buttons b
Action Settings., .
Animation Schemes. .,
Custom Animation...

Slide Transition. .,

Hide Slide

Custom Shows, .,

Please note that it's important n -
board with slide transiﬁonspand amm(:titt?ng; ‘itr'ﬁfl ?i‘t,:ll:t
want to make your slideshow longer than it has to

and sometimes audiences can be annoyed by over-
usage of these effects (for example, using a flying ani-
mation effect on every single word in a sentence).
mtei:?ilf Slide Transitions : To keep your slide show
inbere 5. You may want to consider applying slide
ansitions to your slides. A transition is an effect used
to introduce slides from one to another. You can ac-
cess the slide transitions by going to the menu bar

%"n:nst:lgt:hng Slide Show >> Slide Transition. The Slide
sova ; lon panel will appear on the right side of your
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T S

.} can contral the
-type of transi- §

ton used, and
choose to apply
it to your whole
glideshow or

just an individ-

ual slide. If you
click on a tran-
sition name, a
preview of the
transition will
play on your
screen. You can
decide on g
speed and dura-
tion of the tran-
sition and even
add a sound for
when the slide
transitions from
one to another.
Finally, you
should decide
upon what sort
of action causes
the transition
during your
slideshow: a
mouse click, or
the passing of a
certain amount
of time.

Using Ani-
matilon
Schemes :
When you select
a text box, an
image object, a
graph, or any
other sort of
PowerPoint ob-
ject, vou can
choose to apply
an animation
to it., During

TRes s,
!;{0\

Tty A
1

1 Blinds Horizontal
{ Blinds vertical
Box In

; Box Out

| Checkerboard Across
Checkerboard Down
Comb Horizontal
Comb Yertical

Cover Down

Cover Left

Cover Right

Cover Up

Modify transition S

Speed: lFast
Sound: iLNo Sound]

T TiLeop until rext sound

Advance slide

On mouse click
[[] Automatically after

((apply to Al Sides |

AutoPreview

your slideshow presentation, instead of the text just

appearing on the screen regularly, an applied presct
animation uses a special effect to make an object ap-
pear on the screen in some sort of at_:tion. such as
“flying” or'“typing” or “spinning” on to the screen. View
the Animation Schemes by going to the menu bar and
sélecting Slide Show >> Animation Schemes.

'A panel containing all of the animations you can
use ,wiﬁ’appca: in the “Slide Design" panel on the right

-} ofyour screen :

@j Design Templates
tg;g Color Schemes
(¥ Animation Schemes

Apply to selected slides:
[qugntlv u'sgtf‘ E
Fade In and dim

Fade in all

Fade in one by one

Faded wipe

Flash bulb

No #Ainimation

e

7

Subtle
fippear
Appear and dim
Fade in all

Fade in one by one
Fade in and dim
Faded wipe

Faded zoom

Brush on underline
Dissolve in

.| Flash bulb

[

‘ [.apply to éll éltdﬁg..,] ;

|E3 slide Show

(B Play

AutoPreview

Make sure you have selected an object. Then
choose a Preset Animation from the list. If you click
on an animation name, you can preview the anima-
tion on your screen. . ,

Using Custom Animations : If you feel like do-
ing more advanced work with animations, you can
choose to make your own special effects to apply to
objects. Go to the menu bar and select Slide Show
> Custom Animation. The custom animation optio;:s
will appear in the “Slide Design” panel on tht:l in;lrg f
side of the screen. Play am;n;t; wﬁ&ﬁiﬁﬂﬁ?ﬂg vf)l;:

‘ until you com ‘ 3
ﬁ?{g.oggsrfs;n;omi up with just about any kinfi odr
combination of transitions, directions, timing, an
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Set Up Presentation : When you have finished
your slide show presentation, you can do a bit of prep-
work before you view your presentation. Go to the
menu bar and select Slide Show >> Set Up Show... The

Following window will appear:

e PRI

. @presartadby aspesker (ull scroen) | Ok . |
| Orowsed by anlndwdual (window) Ogen [ & [ 3

{ . 3Sfpw asolbar’ - U7 Qustom shavs : .

« Ofrowsed st abjosk (il sgreen) ., | ak

g e e e s e T

. [ Juoop contirigously urtd Ese, ! Otanualy o

. [Clshow wathont garvation ©using tivirigs, ¥ present - ’

Dsm' ',‘,‘ .. s mg.nicrs K

; Fuﬁxr,m('g et !

§ Euse bortwars grephics accateration

b ot i e ot T
o ) Clmn

Here, you can specify various options for how your
presentation will by You can set the "Show type”
{who is your audience?), which slides to show, if you

want your show to loop or play once, how to advance

| your slides, and set the slide show resolution.

_ Once you have set up something you are happy

with, you can view your slide show presentation.

iliew Your PowerPoint Presentation : You can
view your slide show presentation in a number of ways
you can press F5 on the keyboard, navigate to the
menu bar and select Slide Show >> View Show. Once
your slide show presentation begins to play, you can
transition from slide to slide (and animation to ani-
mation) by using one of the following methods: click
on the spacebar on your keyboard or use the arrows
to go forward and backward through the slides. To end
your slide show in the middle of the presentation,
press the Esc key on your keyboard.

Printing Your PowerPoint Presentation:
If you would like to print out the slides of your presen-
tation, the best way to do so is to fit as many slides on
one page as you can (this helps saves paper).

Go to the menu bar and select File >> Print.

Name: [Q_,,t HP LaserJet PACIO Series POLG vj} [ Properties |
Status: Toner Low " . -
Type: HP Laserlet P3010 Serios PCL & Find Prinker...
Whers:  IP_192,160.0.25 )
Comment:  [lprinttafie |
* Print range N chfe; i T
®al '(_)_Qurre_ni slide gl Number of copies:
Quskomoshove oo ‘a Al
U . e ¥
Osldes: | —"_‘““m'_'; 1
En;e; sl.'zzde numbers andfor shde rangus}or exampls, Iﬁl
1y
[Flcalae
Print what: Handouts ’
;‘“: M T [E[i
[Jscale ta fit paper " prve hiddan shoes
CIFrame slides
! _2rint commenks and irh saatiup

In the Print window, go to the menu near the bot-
il::g ofrt}?e window called “Print what,” and select Hand-
v en, in the Handouts pane (which can be found

ectly next to the “Print What" menu), select how
many slides you want to be printed on one page.

To print out slides on their o
wn individea!
Pages, go to the menu bar and select File >> Print.
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| ghere, you can choose to print § )
:fnu should check the box. !;,Phat saj::t the current slide,

n crom s b

.gther people to view is to save them for the web and u

‘Saving Your PowerPoint Presentation for the Web : A great way to

presentation for the web, £o to the menu bar and select

[ cLE-183 ]

a few select slides, -
“Scale | N et es, or the entire pre:
e to fit paper,” to make sure that the slide fits oﬁr:l::::::;gn‘

utilize PowerPolnt Presentatfons for

pload them to the Internet. To save your slideshow

File >> Save As Web Page.
kﬂl’m’“Twl]yiﬁJ,?._:‘:‘r o - i
“Save As' iR, ,‘v’-"f"hs-ﬂ;ﬁ?\?r‘-"-‘_-"."_"r*{" e e P Catmim e X
N " 2 g !
Save in: I - - -
ave in: 1MyDncuments E}] '@ - @Hﬂ % a3 - Too
: = : : - {7 443~ Tools v
- Hicewing : s
My Resert ‘LISCOreI User Files
ecen FAMy Music
Documents ) ia ¥ st
ﬂl"lv Pictures
E:
Desktop !
i
i

% Save a copy and customize its contents

l;hange Title .,

——— reaes e -k

»:;E]

| Ceeel | . ;

@ . Page title: Slide 1
:__) File name: 1huoha.hh-n o
1 My Network " p——
A i Places Save as type: [{Vab Paged iR b s oA A it Fial. i

In the dialogue box that appears, give your slide show a name (sa:ve

the file with the extension “.html").

PowerPoint will save your slide show as an HTML document, with all of your slides as individual files saved

in a folder (PowerPoint creates the folder automatically).
To view your PowerPoint as a web page,
document saved on your computer, and open it
slide show as a web page displayed.
The actual slides will appear in the right
the links listed in the left frame of the screen.

use Windows Explorer to browse to the saved PowerPoint .html
in Windows Explorer. A web browser will open up with your

frame of the screen. You can navigate from slide to slide using

OBJECTIVE QUESTIONS

1, To prepare a presentation/shide 3. Ellipse Motion is a predefined ‘
show which application is com- ceerreen )
monly used ? (1) Design template
(1) Photoshop [%Hfowerpoint () Color scheme
(3) Qutlook ExXpress mmaﬁnn scheme
{4) Internet Explorer (4) All of the above
(5) All correct (5) None of these . "~ .

: 2, Use the _tochooseaslide | 4 Block arrows; stars and ban-
layout, v ners, and callouts are all ex-
(1) Quick Styles gallery amples of
<4@yFormat gallery (1) Different types of children‘_a _<
- 3)Layout gallery building blocks
.. {4) Layout collection ﬁﬂuto Shepe categories
* {B) Nome of these
- nd Knowl

prrwo
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(3) Clip art categories located in
the Microsoft Clip Gallery
(4) More technical terms that 1
don't understand
(5) None of these
B. We can replace a font on all
slides with another font using
the ... option
(1) Edit, Fonts
(2) Tools, Fonts
(3) Tools, Replace Fonts
’ Srmat, Replace Fonts
{5) None of these

edge
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** B. Special effects used to introduce
.7 ‘glides in a presentation are
called
{1) Effects
{2} Custom animations
ansitions
”"(4) Preset animations
{5) None of these
7. PowerPoint can display data
from which of the following
add-in software of MS-Office
(1} Equation editor
j:@)’orgarlization chart
(3) Photo album
(4} All of these
(5) None of these
8. Which key on the keyboard can
be used Lo view slide show
(N F1 (2) F2
f[3-)vF5 {4) F10
(5) None of these
9. Which of the following fill ef-

lects can you use for the slide
background?
(1) Gradienl (2) Texture
(3) Picture  -t4J All of above
(B) Nomie of these
10. Which of the following state-
menis is not true?
(1] Holding down the Shift key
.+ whileyou draw an object cre-
ales perfect squares, circles
and straight lines
(2 The text in a text box can't
be formaltted

-

_ (3} The drawing toolbar con-.

tains tools for drawing

- .. shapes, lines, arrows, and |

mare - .

. 14) CLr1+8 save the dbcuﬁtqﬁt _;

~ (5} None of these
~11. A chart can be put as a part of
-+ - the presentation using
_}'V:/lf-isert -» Chart |,
{2} Insert -> Pictures -> Chart
. (3§ Edit -> Chart '
{4} View +> Chart
{5} None of these
12.he rvangement of elements
‘"Iil.:-t‘h as Title ang Subtitle text,
/y(sq_urf:& tables et(3) is called:
A I” Layout (g Presentation

.‘3] Desi_lgn (4} Scheme
i} None of thege

18. Which of the following are types |

-~ of sound files?

- {1) LOG files (2) DAT files

WAV files (4) DRV files
" (5) None of these
14. Which of the following can you
use to add times to the slides
in a presentation?
Memsm't graph
(2) Microsoft Table
(3} Microsoft Excel
{4) Microsoft Word
(5) None of these

| 15. Which view in PowerFoint can

be used to enter speaker com-
ments?

{1} Normal (2) Slide show
{8) Slide sorter

JarNotes page view
{5) None of these

| 16, The best way lo insert a new

slide in a presentation is to use
the
(1} Normal view
(2} Special view
(3) Slide show view
Slide sorter view
{5) None of these
17. Which is the best view for get-

ting your thoughts for a presen-
tatlon out on the computer?

A1) Outline view
(2) Notes page view
~(3) Slide sorter view
(4) Slide view (5) None of these
18. The boxes that are displayed to

indicate that the text, pictures |

or nbjects are placed in it is
called ........ ' ‘

_JMPlaceholder

(2} Auto text (3) Text box

{4) Word art (5) None of these

189, Which of the following is not a
feature of PowerPoint?
(1) Printing transparencies
(2) Printing the speakef's notes
/mjlongmth slide images
Linking a slide transition
. with: a laser pointer
" (4) Drawing with a pen
() None of these

20. Which option can be used to |

create a new slide show with the

current slides but présent
a different order "Prisented in

~—= Kitan's Compule’rtiteracy and Knowledge

© (1) Rehearsal
42y Custom slider show
(3) Slide show setup
(4) Slide show view
(5) None of these
21. Which of the following are ac-
tions you can assign to an ac-
tion button or slide object?
(1) Run a macro
(2} Play a sound
(3) Hyper linWAll of above
(5) None of these
| 22, Which option in PowerPoint al-
| lows to carry slides from one
computer to another?
(1) Save As (2] Save and Go
A8 Pack and Go
(4} Web and Go
(5) None of these

== ANSWERS ===

12| 20| 33| 29
54| 603 | 7@ s
o.4) | 102 | 11.1) | 12.)
13.3) | 14.0) | 15.191 | 16.¢
170 | 1801 | 19.9) | 202
21.(4) [ 22.3) | '

={EXPLANATIONS £

6. (3) Slide transitions are the vi-
sual movements as one slide
changes to another.
PowerPoint has many different
slide transition options to
choose from to enhance your
slide show.

9. (4) Gradient, Texture, Picture
are the fill effects use for slide
Jbackground.

13. (3) It's easy to get overwhelmed
with the multiplicity of audio
file types, each with a differ-
ent extension - .wav, .mid.
Jkar, .mp3 to name just the
more common ones,

14. (1) Using the Microsoft Graph
Program, you can insert charts
into your Office documents.
Graph supports a wide variety
of chart types and provides a
handy alternative to using

Excel charts.
3
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