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Introduction to Microsoft PowerPoint 2010

Open PowerPoint 2010

Double-click on the PowerPoint icon on the desktop.
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Ribbon

The ribbon, which spans across the top of the PowerPoint screen, replaces the old Menu Bar and toolbars used in Microsoft

Office programs up through version 2003.

| Tabs |

(S|
File Home Insert Design Transitions Animations Slide Show Review View Add-Ins & e
| —
= % ] = Layout - . A E == amaE A i F}} sl @ Find
J ] g Reset o ' — S 07 35 Replace -
Paste Mew . B J U 8 abe AV- Ay A Shapes Arrange
- F slide ~ 3 Section ¥ = - - g Select -
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Groups

It organizes related functions into tabs. Those related functions are further organized into groups. The Home tab, for
instance, has a Font group that contains formatting options for adjusting font, font size, bold face, underline and italics.

The Paragraph group contains icons that control margins, spacing and indentation, among other things.

Quick Access Toolbar:

A |+

This is a customizable toolbar that provides access to commonly used functions such as Save or Undo Last Action.

Clicking on the down arrow gives you access to other common functions that you can add to the toolbar.



Contextual Command Tabs:
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= Tools appear directly above a tab and provide access to options that pertain to a just completed action. For instance, if
you click once on an image to select it, the Format tab appears,, offering you ways to adjust the selected image. You

can crop, frame and rotate the image, among other things.)

Slide Pane:
= The large white typing area that features “Click
to add...” text prompts.

=  This is the area where you'll type your slide text.

Click to add title




Slides Tab
=  Located to the left of the slide pane.

= Displays thumbnail versions of slides in your presentation.

* Clicking and dragging a thumbnail allows you to rearrange the slides in your

presentation. 2

*  You can also click on a thumbnail to advance your presentation to that slide.

Notes Pane:

Located beneath the slide pane. l T

= Lets you type speaker notes for
each slide.

= When printed out, the slide image and notes for that slide appear together on the same page.

Text Placeholders:

= Located inside the slide. (Look for "Click to add..." prompts)
Click to add title

*  When you click inside the placeholder, a blinking text insertion

point--or cursor--appears, and you can enter text.

O-—0——(

The pointer/cursor: "—E“-'"mmmmmmmm""-"""-*jm*-"m*-"mm"m-*""-"w-"--"'
. . . c —
= It moves on-screen in the direction you move your ? Ak
e —_— —_——— 3 ——
mouse.

=  When pointed at text, the pointer becomes a cursor, assuming the shape of an I-beam.

=  When pointed outside of the text area, the pointer becomes an arrow.

The title bar:
IEI' = b= PowerPoint Design Tips general [Compatibility Mode] - Microsoft PowerPoint =
= Located at the very top of the screen.

= Displays the program title as well as the filename you assign your presentation upon saving it.



The Task Bar:

I |
Slide 20f3 | “Office Theme” Qg)

= Located at the bottom of the screen.

=  The Task bar displays the number of the current slide in the presentation (e.g., Slide 1 of 1, Slide 2 of 2, etc.).

= Italso allows you to zoom in and out of your current slide (note the magnification slider on the right side of the Status
Bar), and to change your slide view from the normal editing screen to multiple slide view (the Slide Sorter) and Slide

Show view.

The vertical and horizontal scroll bars:
= Located to the right of and beneath the slide pane.

= The vertical scroll bar allows you to scroll through Verticle scroll bar

your slides.
-Dragging the elevator (the button located between the

up and down arrows) moves you quickly through the

Presentation Title

presentation. A slide indicator box to the left indicates

each slide number as you pass by it.

. . “ Page Up!
= The horizontal scroll bar appears when you zoom in Today’s Date Page Down

buttons

on part of the slide so that the entire slide doesn't fit v R E

within the viewable area. This scroll bar lets you see

parts of the slide not currently displaying on-screen.

The page up/page down buttons:
= Located beneath the vertical scroll bar. (Look for the buttons that display double-arrows, one set facing up [page up]
and the other facing down [page down].)

= Moves you slide-by-slide in either direction.



Create a Title Slide

When you open PowerPoint, the program takes you by default to a Title Slide screen.

=  Follow PowerPoint's on-screen prompts to enter text ("Click to add...").

NOTE: All "Click to add..." prompts are i
optional. If you don't type a sub-title, for Cl | C k t 03 d d tlt | e

instance, the Click to add... sub-title

your slide. Click to add subtitle

Save Your Presentation

-"XE?;\‘-I &

= Choose Save from the Quick Access toolbar. - H-:u-

=  Use the Save in window to locate where you plan to save your file.

= Enter a filename in the Filename window for the presentation and press Save.

NOTE: To save your presentation in a previous version of PowerPoint:

e Click on the down arrow by the Save as type window.

File pame: PowerPoink Presentation b

PowerPoint Presentation

Dot b F, on
|PowerPoint 97-2003 Prasantation I

presentation. I-:gmm"fm 3
e (lick Save.

e  Select the version in which you'd like to save the




Create a New Slide

Click on New Slide from the Home tab.

A list of thumbnails appears, outlining your various slide

content options to choose from.

next slide.

Click once on the appropriate thumbnail to bring up the

NOTE: Selecting Title and Content allows you to create the

most common slide types such as bullet lists, tables, and

H q - “ El M:‘,-|
|| Home 1Ins¢rt Dresign Animations Slide Show R
=11 = i 77 La i P =
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: | Reset : - e
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3] Duplicate Selected Slides
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Create a Bullet List tod_oedon. Animaions Shdestow ik
; : (=) tayouts - 1[Ca= Jwl ()| fes]
= (Click on Title and Content S e

L

Title Slide

Title and Content

Section Header

LIS
Twe Content Comparisan Title O
Blank Cantent with Picture |
Caption Captig

Click to add title

¢ Clickto add text q—




= Follow PowerPoint's on-screen prompts to enter text.
= Ignore the thumbnails that appear in the center of the screen, unless you plan to add additional content to the
slide. As you begin typing your bullet list, they will disappear automatically.
NOTE: Those thumbnails offer you content options in addition to the default bullet list. You can create a table, chart,

SmartArt graphic, or you can insert a saved picture, clip art, or media clip. (See illustration below for thumbnail

descriptions.)
Chart SmartArt
Table ma
~ l ' graphic

_

Picture T X Media

from file file
Clip art

& About entering bullets:

= Bullets appear automatically on each line.

= Pressing Enter brings up the next bullet.

= To erase an unwanted bullet, click next to that bullet and press the Backspace key.
= Toindent a bullet (to make a sub-point), press Tab.

* Toundo an indent, press Shift together with the Tab key.



Animate the Bulleted List

You can display the bulleted list one bullet point at a time rather thanallat ~ 5)

Home Insert

once.

1
Design | Animations

L E;Animate: Mo Animation -

= If the bullet list doesn't have a selection box (a box bounded by dashed

[
Lz i 23 Custom Animation
T

lines) around it, click anywhere inside it. wiew mimations

=  (Click on the Animations tab.
= Choose Custom Animation from the Animations group.

=  The Custom Animation window appears to the right of your slide.
1is Slide

Ny

=  Click on the Add Effects tab. MRRECERREREIC AN

= Select Entrance. I

Entrance 3

Emphasis 3
g 0

IMotion Paths »

Custom Animation

&'y add Effect «

| * 1. Appear :_*'
= Choose More Effects... to see a complete list of effects. B 2 Blinds i
. . . . 3 ¥E  Exit
= By default, your slide should run a preview the chosen animation i j E:zckerboard & -
you click on it once. Z 5 Diamond
* G, Dissolve In
= Click OK. B
More Effects...

Satact an alamant of Ehe siida, Ehan
chick A Eifect” fo add animation.

To dim previous bulleted points, while still in the Custom Animation task pane:
. . . .o Custom Animation v X
=  Click on the down arrow by the animation listing.
. Modify: Checkerboard
= Choose Effect Options... %9 oncick v
S0 heross v
[ 13 Tk Cortent Placeholde. .. 5| lwﬁﬂ'
% ‘3 Start On Click TG start On grick
Start With Previous Start With Previous
—_— (& Start After Previous
() Start After Previous
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*  Click on the down arrow by the After animation window. Chaciarbotrd X
. . . . . Effect | Timing | Taxt Animation
=  Click on a color choice for dimming the previous bullets. -
= Click OK. e feross —
Enhancements
Sound: [Mo Sourd] = [
[ e v
Arimate bexk: | EEEEEN
Iore Colors...
Don't Dim
Hide After Animation
Hide on Nest Mouse Click M:d
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Create a Chart

Click on Title and Content from the list of layout options displayed.

Click on the Chart icon in the center of the slide.

-Cln;ktoaddtext

i)

¢

Select a chart type from the list on the left
side of the Insert Chart dialog box.
Next, choose a sub-type from the icons to

the right and click OK.

Insert Chart

Design  Animations  Siide Show
| =] Layout = ! e | R L =
Office Theme &

Review

Title Shide Title and Content

Section Header

LS
Two Content Comparisan Title Cniy
Elank Content with Picture with
Caption Caption

£3 Templatss Y FE A ‘
e |n)| 28] (28] 56, /88) 199 &) |}
@ P

e i et 8] ] )
| 0 el ] 8

& surface iz

ol || 24 ) 2
Wy Radar Pie

Chart Tvpes™! = | =.| |.f'1%.4la=l £
Manage Templates... | | Set as Default Chart [ ok || cancel ]

10



[ Do)\ - 1 )5 Presentationl - Microsoft .. | chart Toals - @ X T Do) = 9 - ® - )7 Chartin Microsoft Office PowerPoint - M. - = X 1
Tte — I—I =
% e " el

Homt| Inser1| Desig| Anim.| Slide | Reviel\cfiew | Add- [_iae;si-gnJ Layou‘t| Farmat | @

TIEEEDEIE == o oo
Paste
Cllpboard'—
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Change  Sawve As Switch Select  Edit Refresh Quick Quick Alignment |Mumber|| Styles || Cells

Chart Type Template || Row/Column Data Data Data Layaout = Styles = - - 2T
[ Type | Data || Chart Layouts | Chart Styles| _J Fl Editing
T O ) — [
a | B8 | ¢ | b E | r | @ i
1| Series1 Series2  Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 =
5 21
................................................................................................................ 7 3
8 | - Toresize chart data range, drag lower right corner of range. |
9| T T
10
1
mieesl E 3
mSecims 3 E
4]
15|
16|
17|
18
19|
20
21
2] Excel
23|
24|
Click to add notes 5 |
4 4 » M| Sheetl
_Slide20f2 | “OfficeTheme” | 5 | |[B & F (=}—U (bl Ready |

You'll now see a split screen; PowerPoint is on the left and Microsoft Excel has just launched and appears to the right, with
sample chart data displayed. Data for PowerPoint charts is actually entered in Excel. Asyou enter your own data in place

of the sample data, PowerPoint automatically updates the chart displaying on the PowerPoint side of the split screen.

You'll notice a blue boundary line at the right | A | B | C | D | i
and bottom edges of the sample data. 1_| Series1 Series? Series 3 Blue
2 |Category 1l 4.3 2.4 2 boundary
3 Category2 2.5 44 2|lines
4 |Category 3 3.5 1.8 3
5 Category4d 4.5 2.8

6 | | P

If you have more columns/rows in your chart than are filled in by sample data, simply click on the lower right corner

where the blue lines meet and drag the mouse down/to the right until you see displayed the correct number of columns
11



and rows. You may only drag in one direction at a time (either horizontally to expand the number of columns or vertically
to expand the number of rows). To expand both columns and rows, release the mouse after having dragged it in one

direction and then repeat the process in the other direction.

If your chart has fewer columns/rows than are displayed in the sample datasheet, click on the lower right corner and drag
the mouse up/to the left to eliminate any extraneous columns/rows. Again, you may only drag in one direction at a time.

So if you want to decrease the number of columns and rows, you'll have to do it in one direction at a time.

To replace sample data with your own data, click on a cell in the worksheet and type over your own data. The sample

data disappears as soon as you begin typing over it.

Entering data labels (categories):
= Enter the categories you are measuring in the column labeled A. Start entering data in Row 2.
NOTE: As you begin typing data in each cell, the sample data from the next cell disappears automatically.

= Press the down arrow key to move row by row, or click on the next cell down using the mouse.

A B C D
1 Series 1 Series 2 Series 3
2 ||Morth 4.3 2.4 2
3 ||East 2.5 4.4 2
4 ||South 3.5 1.8 3
5 ||west 4.5 2.8 5
f

Entering legend headings (series):

= Enter legend headings directly beneath the cells labeled B, C, D and so on. Start entering legend headings in Column

B.
A B C D

1 2008 2009 2010

2 |Morth =3 e s

3 |East 2.5 4.4 2

4 |South 3.5 1.8 3

3 |West 4.5 2.8 J)

. r

=  Sample legend headings will disappear in each cell as you begin typing your own. Don't worry if some of your text
appears cut-off. it should display!

= Use the right arrow key to move from cell to cell, or click on the next cell over using the mouse.

12



& About legends:

You only need to include a legend when you are plotting sets of values for more than one group. A bar chart with
different color bars, for instance, would need a legend to state what series each bar color represents. If you don’t require a
legend and try to delete the sample legend headings, the cells will read Column 1, Column 2, and Column 3. The legend

cannot be deleted here. You'll be shown how to delete the legend over in PowerPoint.

Entering values (numeric data):

e T L
: . . L_ '_ E - A o e o
Before entering values, you can specify the kind of values you are —-al cu =
entering (percentage, dollar amounts, etc.). :: = L j
=  Click on the upper left blue cell of the spreadsheet. (This highlights 1 : : :J the
info in your spreadsheet.) 8 e -
7 i
1 Clear Copitents |
= Click with the right mouse button on the same cell. B e , |draglower
| = j
= Choose Format Cells... with the left mouse button. B | e ¥
1: _J Ingert Comment
_ il (% Eormat Cals.. !
e -
1‘: Hame a Bange..
1 B, Hypeini.
1y
Format Cells Elgl -
" Choose Number from the pop_up menu. 7A\ignment Font Border Fill Protection
= Choose the type of values being represented from the Category e sample
Murmber
liSting at left grgrﬂ?-l:l?ﬂg General Format cells have no specific number Format,
Date

Time
: Percentage
L}

Click OK. Fraction
Scientific
Texk
Special
Custom

NOTE: If you choose Percentage, you will need to enter your values in w
the datasheet using decimal points in front of the numbers (e.g. for 23%,

enter .23 [not 23]).

Entering your values:

= Enter values (numbers only--don't include %, $, etc,) in the rows located beneath those in which you entered your

series (legend headings). Sample values appear in each cell, but will disappear as you begin typing over them.

13



Pressing the arrow keys moves the cursor horizontally cell-by-cell. Pressing the up and down arrow keys moves the

cursor vertically cell-by-cell. (Or you can simply click in each new cell using the mouse.)

When done entering data:

*  Click on the x in the upper right corner of the Excel window. a0 Microsoft Office Pow.. 1apl.. - = |E|
irmu | Data | Reviev | View | Add-Ir | Design | @ - = x

o, & -sz 3 - %Yv
A g~ &~
Alignment | Mumber| Styles | Cells 2

- -

-

P Editing
fe| 35

c D E F G
109 2010 ‘

I e |

Returning to the Excel spreadsheet to edit data (if necessary):
e Click once anywhere inside the chart to select it. This launches a Chart Tools contextual command tab that
doesn’t appear on the normal editing screen.

e Make sure the Design tab under Chart Tools is selected and then click on Edit Data from the Data group.

Chart Toaols
Animations Slide Show Review View Add-Ins Acrobat || Design La
r .-_-'-"- -
% i 2 g (k]
| =le N
Chart Layouts Chart 5ty

When done editing data:

=  (Click on the x in the upper right corner of the Excel window.

Change the chart type (to a line chart, area chart, etc.):
= If your chart is not currently selected, click once in the white space above or below the legend to select it. This
launches a Chart Tools contextual tab that doesn’t appear on the normal editing screen. If the chart is already
selected (has a blue bounding box around it), the Chart Tools tab will display.
= Make sure the Design tab under Chart Tools is selected and then click on Change Chart Type from the Type

group.

(Oa) 9 -0 )+ ILove Cats - Microsoft FowerPaint Chart Taols

Ll -
x Home Insert Dresign Animations Slide Show Review Wiew Add-Ins Acrobat |I Design | Layout Format

o S e G e [k ok [l

Change |[Save As Select Edit
Chart Type femplate 1 Data Data
Type Data Chart Layouts Chart Styles
r—'\ 7 T "

Bo




Relocating or deleting the
legend:

=  Select a new chart type and sub-type and click OK.

H9-0 )+
Insert

Why I Love Cats - Microsoft PowerPoint
%
Home Design Animations Slide Show

Review View

Viertical [Vabue] Axis

= If your chart is not 83, Format Selection

Picture Snapes Taxt Chart  Axis Data Data Axes  Gridlines Plot hiart 3.0
I 1 lick & Reset to Maten styte Box Titke = Titles = abeis » Table = Area® \wail- rI or = Rotatior
currently selected, clic [ cumentseieaion insent e i i
¥ Qb Turn off Legend R YT R R T

once in the white space g— i kg

Show Legend and align
right

Show Legend at Top

Show Legend and top

slign

Show Legend at Left

Show Lagend and align

[

Show Legend at Bottom

Show Legend and align

Battom

Overlay Legend at Right

Show Legend at right of

thi chart without resizing

Overlay Legend at Left

Show Legend at (et of

the chart without resizing

above or below the
legend to select it. This
launches a Chart Tools

contextual tab that

doesn’t appear on the

normal editing screen. If

More Legend Cptions..,

) add tltle

the chart is already
selected (has a blue bounding box around it), the Chart Tools tab will display.

= Make sure the Layout tab under Chart Tools is selected and then click on Legend from the Labels group.

=  Select an alternate location on the slide for the legend, or select None to delete it.

Resize the chart:

If a light blue selection box doesn't currently frame

your chart, click in the white space beyond the

chart itself to make the box appear.

Click on any of the four corners of the selection box
(position the pointer tip directly on the 3 dots; the

pointer will change from a 4-sided to a double-

sided arrow).

Category 1

Category 2 Category 3

Drag the mouse button diagonally to stretch or
shrink the chart area.

15
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Apply a contrasting color to the chart’s background: ** ;”!
da . Copy
= If alight blue selection box doesn't currently frame | Poste

your chart, click in the white space beyond the chart = & Resetto Maten Style

Eont...

itself to make the box appear.
o E. Change Chart Type...

= Position the mouse pointer tip in a blank area of the 0@ EditData..
chart until the Chart Area indicator appears beneath |
L3
the arrow. — | €3 Bringte Front »
2L send to Back "

*  Click once with the RIGHT mouse button. A pop-up i Calegoryd .

Save as Plcure..,

menu should appear.

%7 Format Chart Area...

=
I Format Chart Area E|E|

= Select Fill, if it isn’t already, and then choose Solid fill.

=  Click on the down arrow by the paint bucket next to o
where it reads: Color. ?&:i 8 .-E_::‘;:ﬁ'|

= Choose a color for your background that contrasts Shadar ?} f’f:’w"ue i adequately
with your other chart elements. e g::'“*’

= (lick Close when done. Transpe| Theme Colors s

Standard Colors
an EEEN

More Colors...

Change the color of the line in a line chart:

= If alight blue selection box doesn't currently frame your chart, click in the white space beyond the chart itself to make

the box appear.
Format Data Series
= Position the mouse pointer tip directly over the line (anywhere except where it seesotors. | | Line Color
Marker Options O Nolne
intersects a gridline) and click once to select it. et ___ |OSHE
e o
= Choose Format beneath the Chart Tools tab and click on Shape Outline. E ] g
v:: ;.»: ::: Trarse) _- Theme Colors L:
= Choose a color for your chart line that contrasts adequately with the chart’s o S
background color. o B I II 11T
| Standard Colors
NOTE: You may also change the width of the line by choosing Line Style and then (A mEEERE

adjusting the default weight.

= (lick Close when done.

16



Design Animations Shids Show Reviaw
Add Shapes to Your Slide HEle e @ L
clip ‘Tna_-m_anan Chart || Hyperfink Actior
=  (Click on the Insert tab and choose Shapes from the Illustrations group. e er— S
. . SN\ \\OooA1L L3 ol
=  Click on the desired shape. p— 4N ¥ %

| Lines

NN TLTLL 2 NGy

0

Rectangles
0 e e L e f e f e o |

The mouse pointer changes shape to that of a crosshair.

= Position the crosshair where you want to begin drawing the shape.

=  (Click and hold down the mouse button as you drag to create the shape.

=  Let go of the mouse when done.

Relocate/resize/recolor the shape as you wish.

To relocate:

Stars and Banners
e a LOJORORORT R
2 0 [T IRIR

Callouts
DRELOA@A Ad
1D AQ O

= (lick and hold down the mouse button anywhere inside the shape.

= Drag it to a different location and let go of the mouse button.

—
cl

-]

Action Buttons i
EEN IR R L

To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip changes to a double-headed arrow).
* Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the shape, and let go of the mouse button.

NOTE: Holding down the Shift key while dragging the mouse preserves the shape’s proportions as you resize.

To recolor:
=  Click anywhere inside the shape.
=  Click on the Home tab.

A contextual tab called Drawing Tools (Format) appears.

Iﬁg H9-0 )+ Presentationl - Microsoft PowerPoint | Drawing Tools -

Home Insert Design Animations Slide Show Review View Add-Ins Acrobat | Format @

A - || T3 Bring to Front ~ & Align ~
4

NNOOO- e || — o[ & shpe it~ = flpar :
AL LY G - . ﬂ - | IZ shape Outline - /A A ! & - || B Sendto Back - IF{ croup )

5:} ’ = [ -
A =) shape Effects = || - - || B selection Pane Sk Rotate » || *2+ B42

Insert Shapes Shape Styles (F] WordArt Styles (F] Arrange Size F}

Al 4

=  Change the color and/or outline of the shape by selecting Shape Fill and/or Shape Outline.
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*  You may also click on the Home tab and select Quick Styles from the Drawing group to select from some preset

designs offered by PowerPoint.

’D) HO-8 - Presentationi - Microsoft PowerPaint Drawing Taols =
m Insert Dasign Animations Slide Show Feview View Add-Ins Acrobat Format

= —

T =] Layout = P e | e e T = — D | | Shape Fill ~ &4 Find

J | Perpetua (Bodyl ~ 18~ | A0 A I|Af,'>| [f==d=r||f= 2= ||* |“il | & _ﬁ .

g Reset r |_'_] = z Shape Outline » || 83, Replace =
t Mew | AV. E = = = ||E=~ Shapes Arrange Quick [—
'j Siide ~ % Delete Bijiajriij e @ Aa||A il —||.-- | 2 - = | styles - |= Shape Effects = || 3 Select »

Clipboard = Slides Font {F] Paragraph P Drawing {F Editing

Add text to the shapes Fa cu
43 Copy

= Right-mouse click inside the shape. (% paste

*  Select Edit Text (with the left mouse button). | F] E'_’" e :

- Enter your text. 4 Bring to Front b
2y sendto Back ¥

4 'ss‘ Hyperfink...
Recolor/resize the text as you wish. Save as Picture...
. . . Set a5 Default Shape
= Highlight the text using the mouse. 11 e snid Posttion..
= (Click on the Home tab. % Farmat shape... _

= Use the tools in the Font group to make changes to the text.

Hame Insert Design Animations Slide Show Revi
' Layout = O

# CEEms [Calibri (Bodyl <18 A A |
53 _|Reset

AV, a . .
J Slldev'.la.jDEIEtE [B I U sbe 8 2- Aa-|| A -

ard M= Slides Font =1

Add Additional Text to Your Slide

You may want to insert additional text on your slide besides that which goes in the text placeholders.

=  Click on the Insert tab and select Text Box from the Text group.

k5 = Why [ Love Cats - Microsoft PowerPoint Drawing Tools

_ Design Animations Slide Show Raview View Add-dn: Farmal
e E P Eal Q& IP2 4 B3EC

' CHp  Photo Shapes Smartdrt Charmt || Hyperink Action Tewt | |Header Wordart Date  Slide  Syml
At Album - » Box quFooter - & Time Number
Mustrations Lirks Text
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The mouse pointer changes shape to a cursor.
= Position the cursor where you want to insert the text box.

= Hold down the left mouse button (the pointer changes to a crosshair shape) and drag the crosshair to create a text box.

=  Type text inside the box.

Recolor/resize the text as you wish.
Home Insert Design Animations Slide Show Revi

= Highlight the text using the mouse.

: = Layout ~ — R —
*  Click on the Home tab. ‘* | i RF , Calibri (Body) - |18 -~ | A A”|[4Y
= ig| Rese
M i Mew AV . - -
Use the tools in the Font group to make 7 || sige~ 3 Delete B F U abe 8 2V- Aa-|| A -~
changes to the text. ard T Slides Font =

Add Clip-Art to a Slide
Home _ Design Anime

By R

Photo Shapes Smarth

= Click on the Insert tab and choose Clip Art from the Illustrations group.

flbum~ T
INustrations

ES"” . T * A Clip Art task pane appears on the right side of the screen.
Icat | [ GO ”
Search in:
(8l alections v] = Enter word or phrase that describes the image you are looking for in the Search for:
Resulks should be:
Al meda e types ¥ window and click on Go.

= Scroll through the list of images that match your description and click once on the

thumbnail of the image you wish to insert.

The image will appear on your slide with "handles" around it. T

8] organize dips. ..
03‘ Clip art on Office Online

ng); Tips for finding clips
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Relocate/resize/recolor the image as you wish.
To relocate:
= Click and hold down the mouse button anywhere inside the image.

= Drag it to a different location and let go of the mouse button.

To resize: @
= Position the mouse pointer tip directly over any of the corner handles (the tip changes

to a double-headed arrow).

=  (Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let go of the

mouse button.

Import an Image from the World-Wide Web

If you find an image on the Web that you want to include in your PowerPoint presentation,

At the website:

= Position the mouse on the image and click on it with the right mouse button.

= Choose Save Image As... from the pop-up menu. (Use your left mouse button this time!)

= Choose where on your computer you wish to save the image from the Save In window.

= If you wish, you can overwrite the given filename listed in the File name window, or you can stick with the given file
name already assigned to the image.

= (lick on Save.

In PowerPoint: Home Insert Des
=  (lick on the Insert tab and choose Picture from the Illustrations group. | : | | ElS] %I

Find the location of the image on your computer using the Look in: window. Picture| Clip | Photo

= (lick on the image thumbnail and click Insert. Art | Album -
i Nlustrz
Insert Picture @@

Look n: (3 Sample Pictures v| Q-0 X o

3, My Recent
I pocuments

o -
= My
Bocamens

Blue hills

Water liies Winiber

s
Computer

M Metwork
Fiaces

Fienamer | v

Files of type: |l Pitures v]

Relocate/resize/recolor the image as you wish.
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To relocate:
= Click and hold down the mouse button anywhere inside the image.

* Drag it to a different location and let go of the mouse button.

To resize:
= Position the mouse pointer tip directly over any of the corner handles (the tip changes to

a double-headed arrow).

= (lick and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let go of the

mouse button.

Adjust Images Using Picture Tools
= The Picture Tools (Format) tab appears when an image is selected (has handles around it). Click once inside the

image if no handles appear.

O\ H92-08 )= Why I Love Cats - Micrasoft PowerPoint Ficture Toals -

1]
¥
— Home Insert Design &nimations Slide Show Review View &dd-Ins | Format

G Brightness = :j': Compress Pictures _'_? Picture Shape =

— | — | — “— | — — ‘-: ::
(D Contrast ~ By Change Picture d il | e ﬂ d d « | L& Picture Border » || 2 Send to Bacl

{95.‘ Recalar = “’:ﬂ Reset Picture 7| Picture Effects - LILQ Selection Pane Sk~ o [0 =
Adjust Picture Styles ) Arrange Size {F]

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
= Place the mouse pointer tip over the various icons (without clicking) and a description box appears, identifying

what each one does. (Most are self-explanatory.)

To crop the image:

= Click on the Crop icon on the Picture Tools tab.

L

* The handles surrounding your image change shape.

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape of a crop ﬁ
tool as it nears a handle, and then assumes the same shape as the handle when positioned directly over it.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that you can see
what portion is being cropped.

= Release the mouse button when finished cropping.
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= To turn off the Crop tool, click again on the Crop icon.
NOTE: If you overcrop your image, you can “uncrop” by clicking on the same handle and dragging it outward.

Cropped portions of your image will return to view.

Online Image Attribution

Create a text box beneath or next to your image and add the source information.
= Always cite the source of your online image. Use the following formula for proper attribution:

0 Author. (Year). Title. [Online image]. Retrieved Date from URL

Insert a Scanned Image

If you've scanned and saved an image such as a family photo from a page that you'd like to include in your
presentation,

In PowerPoint:

Insert Picture |E|E‘
= (lick on the Insert tab and choose Picture from B o % @-AIXcid-
the Illustrations group. i
, : : @ - -
= Find the location of the image on your computer o | et s oo
using the Look in: window. a7}
=  Click on the image thumbnail and click Insert. ol

Relocate/resize/recolor the image as you wish.

File pame: | v ‘

Fies of type: | gl pictures ~|

To relocate:

=  (lick and hold down the mouse button
anywhere inside the image.

* Drag it to a different location and let go of the mouse button.

To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changes to a double-headed arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let

of the mouse button.
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Adjust Images Using Picture Tools

=  The Picture Tools tab appears when an image is selected (has handles around it). Click once on the image if no

handles appear.
M H9-8 )+ Why I Love Cats - Microsoft PowerPoint | Picture Taals - o
- Haome Insert Design Animations Slide Show Review View Add-Ins | Format
i 4 i e e~ || BB n e R
¢ Brightness = ,,;{ Compress Pictures 1 — — P— Ny e— '.C? Picture Shape 4 Bri Y |__=1 -1- ‘}‘IJ .35 =
(B Contrast ~ ' Change Picture il |l ‘ d ~ | [ Picture Border v || 2 Ser K+ IH
] ! = Crop =} ; £
{fﬁg Recolar = ":‘g Reset Picture T | ‘! Picture Effects LE'-L{; Selection Pane Sk~ 3 833 i
Adjust Picture Styles {F] Arrange Size {F

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
= Place the mouse pointer tip over the various icons (without clicking) and a description box appears, identifying

what each one does. (Most are self-explanatory.)

To crop the image: L

=  C(lick on the Crop icon on the Picture Tools tab. Crap

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape of a crop ‘z_
tool as it nears a handle, and then assumes the same shape as the handle when positioned directly over it.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that you can see
what portion is being cropped.

= Release the mouse button when finished cropping.

= To turn off the Crop tool, click again on the Crop icon.

Hyperlink to a Web Site Containing a Video Clip

A hyperlink allows you to move seamlessly between your slide and another slide in your presentation, another
PowerPoint presentation, a program file such as a Word document, a website, etc. A hyperlink is created using a
designated object such as a text box or an image on your slide that you'll click on to initiate the hyperlink. If
hyperlinking to a website containing a video clip, clicking on that object launches your internet browser and takes you
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directly to the website containing the video clip. (You'll probably want to copy the web address using Ctrl-C so you

can paste it into the Address field in PowerPoint’s Hyperlink

= Click once directly on an object, or highlight a segment of text, that will serve as the link to the web page

containing the video clip.

i

e Clip

_ Design Animations Slide Show Review
R D ||k

Photo Shapes SmartArt Chart || Hyperlink |Action

At Album= < !
INustrations

Links

= (Click on the Insert tab and choose Hyperlink from the
Links group.

Insert Hyperlink E"E

Lirk: to: Teot to display: SereenTig...
= Click on Existing File or Web Page under Link to: Em-;,f]ﬁm lockin: |03 Docunents b @
Webbose [ prene |2 b
=  Enter the web address in the Address field and click . Foder |2 e
Flace in This
OK. pueuent Pages
B
Create bew Regent
Documeant Files
i |Mc|"gss: ikt s g ediufibrary ! |
E-mal Address
: _Garr:d
To see the video clip:
You must be in Slide Show view and not the editing screen.
. . [ [ I t
= (lick on the Slide Show tab and choose | E% =
. .. Haome Insert Design Animatians slide show
either From Beginning or From Current ? | i
= [l = =
Slide from the Start Slide Show group. ,_i_[_b'] | 1"_‘ E‘I;r :Te [ W5 Record Na
. . , = = —x @ Rehearse
=  (Clide the mouse over the object or text you've From From Custam SetUp  Hide
dto hvoerlink £ dthe poi " Beginning|Current Slide | Slide Show = || Slide Show Slide ¥ Use Rehea
used to hyperlink from and the pointer wi Ttart Slide Show Set Up

change to a hand with a pointing index

finger.

Click once on the object or text to launch your internet browser. Your page will display and you can run the clip.

When done, close the browser to return to the slide show.

Re-arrange Slides in Your Presentation Using the Slide Sorter

Click on the View tab and choose Slide Sorter from the Presentation Views group.

L!n [Fs | T FUWETFUINIL eI TRy CA U RHIESILY W UL
Il
—) Home Insert Design Animations Slide Show Review View Adi
— '___T_ =3 | Ruler ,;'_ [i
a5 _I",E,J |—'— |==r |
-+ - Gridlines ™
flotes  Slide 5lide Handout Motes 5 Zoom Fitto
Page Show | Master Master Master Message Bar Window |
Presentation Views Show/Hide Zoom
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The Slide Sorter displays the slides of your presentation side-by-side in miniature. Depending on the number of
slides in your presentation, some or many of the slides may be out of view. (If so, you'll notice the vertical scroll bar

on the right, which you can use to navigate through the presentation.)

J— — U P— SR L —— -
E ,ES Ruler Q & color ?1 = arrange All %
] — Gridlines = Grayscale I%ﬁascade g
Mormal | [otes  Slide Slide Handout Motes Zoom  Fitto . New Switch Macros
Page Show | Master Master Master Message Bar Window || s Pure Black and White || wingaw S Move Split | windows »
| Presentation Views Show/Hide Zoom Color/Grayscale Window Macros

Learning Objectives

O

Effective PowerPoint

vz n T

Layout and dasign B/ S I

The Epidemic of
Childhood Obesity The Epidemic of The Epidemic of The Epidemic of
Childhood Obesity Childhood Obesity Childhood Obesity
—~
Dark letters on 2 light background

light Frmam oo Sxng = Do 3mem]
{in 3 lighted room)

pep—

o aswzzzoes
The Epidemic ~ The Epidemic / Actdl 32 paims
of _ of X Azl 36 points
Childhood Obesity .+ —= Childhood Obesity =rif ) Arial 40 points
St o Arial 44 points

Patiant Education Committea
Further Information

Title CaseforTitles TITLE CASE FOR TITLES

= Position the mouse pointer over the slide you wish to relocate, and then click and hold down the mouse.

As you drag the mouse around the screen, a thin vertical line follows, moving between the slides.

=  When the thin line is in the location you wish to move the slide to, let go of the mouse button.

To restore single slide view:

= Double-click on a slide to restore single slide view.

The slide you double-click on will appear in single slide view.
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Create Slide Transitions

= (Click on the Animations tab.

= (Clide your mouse over each of the transition effects located in the Transition to This Slide group to preview them

on your slide.

= Note the vertical scroll bar to the right; there are more effects to preview than are currently in view.

VWY LLUWE dls 7 VI ST FUWET P

Animations Slide Show Review

View Add-Ins

=£} Transition Sound: [Mo Sound] - | | Advance Slide

§’ _"“ -I ._‘ ._" Iﬂ I iH Transition Speed: | Fast ~ | ¥ On Mouse Click

451 Apply To Al

Transition effects

= (lick once on an effect to select it.

Transition to This Slide

= To apply the transition to the entire presentation, click on Apply To All.

View Your Presentation

O\ H9-06 )+

HS|
-
Home Insert Design

D= | =

&

From From Custom
Beginning |Current Slide |! Slide Show ~

Start shide Show

= (Click on the Slide Show tab.

Animations Slide Show
+-_—‘:|-'\" y Record Mz
b h : p\j c
— (&7 Rehearse”
Set Up Hide
Slide Show Slide ¥ Use Rehe:

Set Up

Scroll Bar Automatically After:

-

00:00 :

=  (Click on From Beginning to view the entire presentation or From Current Slide to view from the current slide

onward.

= (lick on the left mouse button to advance from slide to slide.

* If you have animated your bullet list, clicking on the mouse brings up each successive bullet.

= Atthe end of your presentation, a black screen appears, with the message: End of slide show, click to exit.

= (Click once more to return to the editing screen.

NOTE: To move backwards in your presentation, simply press the Backspace key.

NOTE: You can press Escape on the keyboard at any time to exit the presentation. The slide currently being displayed in

Slide Show view will appear on the editing screen.
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Print Your Presentation

=  Click on the Microsoft Office button and choose Print.
=  Select your printer, the number of copies, etc.
= If you are using a black and white printer, select the Grayscale

option in the lower left corner of the print menu.

= Click OK.

Printer

Hame: |2 Microsoft KPS Document Writer v

Status! Idie =
Prinker...

Type: Microzsoft XPS Document Wiriter il

‘Where:  XP5Port:

Comment: [Clerink to ke

Prinit range Copes

®a O Current side Munber of copies:

T &
O Sldes:
Enter side numbers and/or skde ranges, For exampls,

1,3,5-12
[] Colate
Prinit yhat: Handouts
Shides w ] [
Color fgrayscale: — %
Color | w
—ilee Scale o fit paper
PO BOSCE. ST WIRE [lFrame sides [tigh guaiy
Co el

Print Audience Handouts

PowerPoint allows you to print handouts of your slides for your

audience. The handouts include reductions of your slides; you can

choose to display 2, 3, 4, 6 or 9 slides per page.

= (Click on the Microsoft Office button and choose Print.

= (Click on the down arrow by the Print What window.

= Choose Handouts.

=  (Click on the down arrow by the Slides per page window.

=  Select the number of slides you want to appear on each page.
= Below the Slides per page window, you can select whether you

want the slides to be ordered horizontally or vertically.

= Click OK.
Create/Print Speaker Notes

To create Speaker Notes:
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i\, Print
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i 8 Quick Print

| I Save wr Send the presentation directly to the
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— Ty Print Preview
hi Saveds b ‘j Preview and make changes to pages before

printing

L
g
7
m—

| 2 PowerPoint Optiens || X Exit PowerPoint |

Print 1@
Frinter
Bame: |2 Mirosoft KPS Document Writer ot
Skakus: Idie _m
Type: Microscft XPS Document Writer
Whera: WPSPort:
p ; [ClPrink to file
Print range Copies
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1 S
O shdes: . 1 1
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13 [#] Colate
CIE
GIE
G
[righ qualiy
1 B W
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3
|| 5cale ta fit paped 4
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=  (Click in the Click to add notes pane directly beneath your slides to add notes

Click to add notes

To print Speaker Notes:
Enter shde numbers andfor shide
=  Click on the Microsoft Office button and choose Print. 13,512
=  (Click on the down arrow by the window labeled Print What. Prirk what: | H
= Choose Notes Pages. :: -
= Click OK. ﬁ]ﬂ
A reduction of your slide appears at the top of the printed Notes - Page and your typed

speaker notes appear underneath.

Spell-Check Your Presentation
() ' —
=  Click on the Review tab and choose Spelling from  ome men Hesigey hnimations e Stdeahon _ the

. ! 9 ar @ s 1 &K
Proofing group. % Effj; 4% ™ ||E2| d EAE G

Spelling Hesearch Thesaurus Translate Language Sh-?v. Mew Edit Delett
= MS PowerPoint stops at the first misspelled (or Batiusl oine pECOMAEDE

Proofing Camments

unrecognized) word, if any. Here, you can:
= Scroll through the Suggestions list and click on the correct spelling
OR
= Type your own correction in the Change To window.
=  Then click on Change or Change All (instances of that misspelling). The word's spelling is automatically
corrected.
OR:
= Choose Ignore or Ignore All (instances of that spelling) if the word is correctly spelled.
*  When the Spell-check is complete, you are prompted to 'Click OK'.

Get Online Help
To look up a topic: SR
=  Click the Help icon, located directly beneath the x in the upper right corner of the screen. 1 @

= Type a topic (no need to click anywhere first).
= Choose Search.

= (lick on an item from the list of topics that Online Help displays.
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= Read the information in the description box and click on the x in the upper right corner of the description box when

done.
Exit PowerPoint -fE““E H2-0 - vy Tlove Cats - MicrosoRt |
= (lick on the Microsoft Office button and choose Exit N ew Hegen: Donuments
T 1 ‘Why I Love Cats
PowerPoint. S 2 effective powerpoint 36 Newest
S 2 PowerPoint Design Tips Ex Sci obesity
H Caye :' broken clocks
. 1 = 5 My Presentation
NOTE: If your most recent changes to the presentation have not ki
Save As
been saved, you'll first be asked if you want to resave. ]
u_-p Erint L3

%] Prepare *

Close Your Presentation, without Exiting PowerPoint g s
= (lick on the Microsoft Office button and choose Close. L/ Publisn
Close

| 1] PowerPaint Options |3 Exit PowerPoint

NOTE: If your most recent changes to the presentation have not

been saved, you'll first be asked if you want to resave.

Open a Saved Presentation o ld2-v - why I Love Cats - Microsoft |
= Click on the Microsoft Office button and choose Open. o e Recent Doruments
=  (Click on the down arrow by the Look In window. _~ oo i enic:l:::ﬂ:pm 3.5 Newest
=  Scroll until you find the location of your file and click on it. H e f :TO,:: ::::“WIP; e
= Click on the file in the window below. i‘l*i a o S
= Click Open. : ; B
W pint b

¥ Pepare

(2/5/2013) m Send 3
L Publish »
} Liose

| 2] PowerPoint Options | - 2<-Exit PowerFoint

29



	Introduction
	Microsoft Office
	Open PowerPoint 2010
	About the Editing Screen
	Create a Title Slide
	Save Your Presentation
	Create a New Slide
	Create a Bullet List
	Animate the Bulleted List
	Create a Chart
	Add Shapes to Your Slide
	Add text to the shapes

	Add Additional Text to Your Slide
	Add Clip-Art to a Slide
	Import an Image from the World-Wide Web
	Adjust Images Using Picture Tools
	Online Image Attribution
	Insert a Scanned Image
	Adjust Images Using Picture Tools
	Hyperlink to a Web Site Containing a Video Clip
	Re-arrange Slides in Your Presentation Using the Slide Sorter
	Create Slide Transitions
	View Your Presentation
	Print Your Presentation
	Print Audience Handouts
	Create/Print Speaker Notes
	Spell-Check Your Presentation
	OR
	Get Online Help
	Exit PowerPoint
	Close Your Presentation, without Exiting PowerPoint
	Open a Saved Presentation



