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	Getting Started

· Click the Start button on the Task Bar

· Select Programs

· Select PowerPoint

PowerPoint Dialog Box—Note Options

· Wizards and template options are shortcuts

· Options

· AutoContent Wizard

· Design Template

· Blank Presentation

· Open existing presentation

PowerPoint Window

· Familiar (like other Office programs)

· Title bar, menu bar, standard toolbar, formatting toolbar, view buttons, drawing toolbar, status bar

· To explore toolbars, move pointer to each tool and check what they do

PowerPoint Views

· Normal view—(default) slide, outline, notes page (three boxes)

· Slide view—best for creating slides 

· Slide sorter—best for rearranging presentation

· Outline view—best for viewing and editing text

· Notes pages—best for creating script of presentation for presenter

· Slide Show—view used to make presentation.  Slides cover entire screen

Adding a New Slide

· Insert, New Slide OR click New Slide on Common Tasks Palette OR on Standard Toolbar click on white box that glitters on right side of desktop

· Layout dialog appears

· Depends on layout choice

· Bullets appear automatically

· To create second level press the Tab key

· To return to previous level use Shift + Tab

· Click in placeholder and type

· Control + M (add new slide)


	To Create a Presentation

· Select Design Template

· Pick your design and OK

· OR select blank presentation and OK

Slide Layout Box (Auto Layout)

· Auto Layout gives placeholders for text and other objects

· Point and click with mouse and type

· Formats are set by the design your selected

· 24 options

· Use scroll bar to see all

· PowerPoint will suggest

· Accept or select your own choice

· If desired select blank slide layout and design your own

Saving

· To avoid data loss, save and name file as soon as create first slide

· File, Save As

· Name file

· Choose location for saved file to reside

· Save—title bar will show new name

· Control + S

Moving Around 

· Use mouse

· Vertical scroll bar

· Arrow keys

Spell Check

· Tools, Spelling or the check mark with ABC on the standard toolbar

· Dialog box appears, accept or reject the options

· Close Spell Check

AutoCorrect

· PowerPoint displays a wavy red line for spelling errors

· A wavy green line for grammar errors

· Correct as needed

· To turn off AutoCorrect

· Tools, Options, Spelling and Style tab


	Transition 

· Way slides enter presentation

· Best done in Slide Sorter for setting all slides at once

· Get new toolbar in Slide Sorter

· First large white box (now says No Transition)

· Click down arrow and select

· OR Slide Show, Slide Transitions

Animations (Build Effects)

· How the text, clip art, etc. enter slide

· Best done in Slide Sorter for setting all slides at once

· Get new toolbar in Slide Sorter

· Second long white box (now says No Effects)

· Click down arrow and select

· OR Slide Show, Preset Animations

Selecting More than One Slide 

· For All Slides--Edit, Select All

· For One Slide—mouse click on it

· For several but not all—hold down Shift key and click with mouse on slides you want to select

Which View is Best?

Slide View

· View slide and work on it in same look as presentation

· Transitions and Effects do not show

· Insert graphics and clip art

· To move around in this view

· Control end—goes to last slide

· Control home—goes to first slide

· Page up or page down or arrows on scroll bar

Outline View

· Best view for editing and rearranging text

· Good view for proofreading text

Slide Sorter View

· Best for rearranging or reordering slides (drag and drop)

· Best for setting transitions and build effects for all slides at the same time

WordArt

· Select WordArt from Draw Toolbar OR Insert, Picture, WordArt

· Select style, type entry, OK

· Adjust and size


	Deleting Slides

· Outline view

· Position pointer over slide 

· Icon (mouse pointer) changes shape to Cross

· Tap mouse—selects slide

· Tap backspace—deletes slide

· Slide Sorter

· Click to select 

· Tap backspace—slide deleted

· Select and press Delete key

· Slide view

· Have slide in window

· Edit, Delete Slide

Editing text

· Click in text box on text to make active then type

· Use any editing command that you use in Word

Selecting Slides in Slide Sorter

· Click with mouse pointer on slide to select single slide

· Edit, Select All

· For multiple slides but not all--Hold down Shift key and click with mouse on the slides you want to select

Change Fonts, Sizes & Styles

Highlight text

· Formatting toolbar, change font OR

· Triple click to select whole line

· Format, Font

· Dialog box, make choices

· Change all the text in the subtitle

Take a Picture of the Screen

· Lets screen print, cut and then draw

· Screen print by pushing PRT Sc (Print Screen) on the keyboard 

· Top Row of keys, right side

· Move to place you want the picture.  Paste, use crop tool to cut to area you want to display

· Enlarge--Select picture, word wrap, tight

· Label and use arrows to identify the picture

Change Presentation Templates

· To apply a new design

· Format, Apply Design, Select one



	Clip Art

· Auto Layout

· Double Click on area for Clip Art

· Clipart Gallery opens, select and click on first option in drop down menu

· Clip is inserted 

· Slide without placeholder

· Insert, Picture, Clip Art

· Comes into middle of slide, move/size as desired

AutoShapes

· Found on Drawing Toolbar

· AutoShapes—lots of choices

· Mouse pointer changes—place and hold down left mouse button to draw the shape

· You can duplicate shapes with copy, paste

· Object fill allows choice of color--Click on fill color tool

· Change color OR format, colors and lines, click fill color, select then OK

· To change to a shaded fill

· Format, colors and lines, fill color list, fill effects, colors area, One color, in shading styles, from center, OK, OK

Help

· Shift + F1 then touch the area that you want to know about—you get the reveal codes (formatting information)

· If you use keyboard commands— Keyboard shortcuts exist for many commands and make for fast command from the keyboard.  See the menu drop-down list for the most common

· Click on the ? to get the Office Assistant

· Type in your question and he/it will offer suggestions

Printing 

· Overhead slides

· File, Print

· Copies—select number

· Print what—Slides

· Black & white checked

· OR change background to clear for presentation then print on color printer—will make nice transparencies

· Notes and handouts

· Print what—Notes pages or Handout type

· Print what—Pure Black and White


	Slide Master

· Use to make universal changes (effects entire slide show)

· View, Master, Slide Master

· Tab to select title placeholder areas OR Click mouse

· To Change Font

· Format, font, Change font, Bold, Effects –Shadow, change color, OK

· You have to Edit Select All if want same font on whole slide OR

· Tab to Body textbox and make the changes

· To Add Clip Art here you will add clip art that will appear on every slide

· Insert, Picture, ClipArt

· Move/size and place on slide

· Will appear on all slides

· To suppress on any single slide

· Move to that slide

· Format, Background, check in front of Omit background graphics from master, Apply

· If you have blank placeholder displayed in slide view, it will not show in slide show view

Aligning and Stacking Objects

· Align objects

· Create objects

· Draw, Align or Distribute, then choose way you want them aligned

· Change Stacking Order

· Create objects

· To move order of objects to back or front

· Draw, Order, Send to Back (becomes last) or Send Backward (one object)

· Draw, Order, Send to Front (becomes first) or Send Forward (goes in front of one object)

Textbox

· Put text anywhere on your slide

· Insert, Textbox OR

· Click on textbox tool on Drawing toolbar

· Icon changes, draw box where you want

· Type text in box and format as desired



	Create New Backgrounds

· Draw a rectangle that covers the slide, then fill it to form background

· To fill with a pattern--Format, Colors and Lines, Fill Color, Fill Effects, Pattern, choose one you like

· To fill with a texture--Format, Colors and lines, fill color, fill effects, texture—choose one

· To make it the background have to change order--choose Draw, order, send to back

Speakers Notes

· Notes view

· Notes Master—View, Notes Master

· Text block and enlarge font

· Add page numbers

· Click number area

· Type Page, tap Spacebar

· Insert, Page Number

· Click outside box to end

· Enter speaker notes

Handouts

· View, Master, Handout Master

· Changes you make will affect all handout pages when printed—you can’t preview individual handout pages on screen

· Handout formats—handout master toolbar
· Handout choices—2, 3, 6, 12 slides per page.  Select handout and pure black and white so that you get a clear master 

AutoContent Wizard

· Create new presentation

· Can be accessed only when starting a presentation

· Next button to cycle through

· Answer questions

· Go to slide view or outline view and fill in info to make presentation apply to you.

Creating a Link --Hyperlinking
· Select the object or text that will be the active link

· White handles will appear around an image, text will be blue

· Choose Slide Show, Action Settings, Hyperlink

· Write in the web page or file name location that you want to link
· OR Click on the hyperlink tool  and fill in the information in the dialog box
· 
	Copy Image from Internet

· Point mouse at image

· Right Click

· Select Save Image As (IE) or Save Picture As (Netscape)

· Be sure to check location and filename (You may need to rename the file so that you can find it later)

· Click Save

· The file is now located on your computer

· Insert, Picture, From File 

Insert Table

· Layout specifically designed for table creation

· Double-click on table placeholder

· Sample table shows, you replace with your info

· Close when done—reopen to edit by double-click

Insert Graph

· Use slide with graph layout

· Add title

· Open Microsoft Graph (applet)

· Double click place holder

· Datasheet window appears

· Enter data

· After entering your data

· Close datasheet and view graph

· To see datasheet again choose View, Datasheet

· Click outside graph to view on slide

· Format Graph

· Double click inside graph area

· Chart menu appears

· Chart, Chart Options

· Tabs—titles, axes, gridlines, legend, data labels, data table

· Double click a label--Format Axis Title, Alignment, in Orientation area drag red diamond to the top

· Double click legend

· Change border, click Patterns, Border area

· Click outside graph to view final draft

To Move Bullets

To move in use the Tab key

To Move out use Shift + Tab



	Insert Spreadsheet

· Done in same manner as table OR

· Insert Object command from Insert menu

· Go to spreadsheet program, copy and return to PowerPoint slide

· Paste Special—pastes and links to the spreadsheet.  When you change numbers in Excel spreadsheet, will change numbers in you slide show automatically

· Spreadsheet objects sometimes appear very small on the slide.  You might want to use you program’s zoom feature to get a closer look at the cells.  OR You might want to only put a portion of the spreadsheet on the slide and not the whole page.

Transferring Data from other Office Applications

· Use Copy and Paste

· Remember Paste Special if want link so that change results in automatic updates

· All four Office applications facilitate easy movement of data between applications.

· REMEMBER—you do not have to do the work over in each application.  Move your work, raise your efficiency!

Save as HTML for Web

Open Presentation

Choose File, Save as Web Page

Office Assistant will ask if you want help—say No

If say Yes, answer the questions and make the choices requested

Save window opens, to accept the default choices, determine the location for the save then click Save

Recolor Picture

· Can only be done with MS Clip Art

· Format, Picture, Select Recolor

· Select the colors to change and your picture is customized

Adding Movies

· Insert, Movies and Sounds

· Select one of the following

· Movie from Gallery

· Movie from File

· Make your choice

· Still picture of first frame will appear on slide
	Adding Sound

· Insert, Movies and Sounds

· Select one of the following

· Sound from Gallery

· Sound from File

· Play CD Audio track

· Make your choice

· A megaphone with notes will appear on your slide

Custom Animation

· To animate text boxes or to prepare to run your show automatically

· Select Slide Show, Custom Animation

· In the dialog box make the choices to animate each object

· Click on the object, Animate

· Select either on Mouse click or Automatically and select a time (in seconds)

· Now Click on the Effects tab

Custom Slide Show
Custom shows let you create a presentation within a presentation. Instead of creating multiple, nearly identical presentations for different audiences, you can group together and name the slides that differ and then jump to these slides during your presentation.

For example — you might want to give a presentation to two groups that work at two different levels. The slide show includes slides 1 through 10, which are identical for both groups, and two custom shows, each specific to one of the levels. You can show the first 10 slides to both groups and then jump to a custom show named "Grades K3" for the first group and to a custom show named "Grades45" for the second group.

You can jump to a custom show by using the Action Settings dialog box (Slide Show menu) or the Insert Hyperlink dialog box (Insert menu). Or, during a presentation, you can right-click, point to Go on the shortcut menu, point to Custom Show, and then click the show you want. The slides that make up the custom show must be a part of the current presentation. After you create a custom show, you can edit it by adding or removing slides from the show.

You can also set a presentation to display only a custom show when you start the slide show, even when the presentation contains many more slides.


	Ordering Objects

· Select object to order

· On Draw toolbar select Draw, Order

· Now select where you want the object

Self-Running Show (Loop or Kiosk)

· To create a slide show that runs continuously

· Set automatic timings on each slide using Slide Show, Custom Animation

· Now Select Slide Show, Set up Show

· Pick Browsed at Kiosk (full screen)

· Select Slides

· Leave Using timings (default setting)

· OK

Setting Up Equipment

· Never risk being unfamiliar with equipment

· Always allow extra time for set up

· Use equipment you are familiar with if possible

· If unfamiliar with equipment PowerPoint has a Projector Wizard located in Slide Show, Set Up Show

· Select Projector Wizard and the wizard will help you troubleshoot your projector problems
	Grouping

· To group objects together so that they move as one item

· Select the first object

· Hold Down the Shift key and select the rest

· On the Draw Toolbar select Draw, Group

· Now all individual objects are one and move together

Ungrouping

· To change any object in a group you must ungroup them first

· Draw toolbar select Draw, Ungroup

· Make the change

· Regroup using directions above

Rehearse Timings

· To create a self timed presentation that automatically runs with audio

· Insert sound (usually music) file on the first slide

· Custom Animate the music and set for continuing the show after the number of slides desired

· Select Slide Show | Rehearse Timings

· The slide show will run and you change the slides and text when desired.  When finished press ESC then yes to save the settings
· [image: image1.png]when you view





· Now your presentation is automatic
Summary Slides

Only available in Slide Sorter view

Select the slides that you want to be on your summary slide

The title of the slide is what is replicated on the summary slide

To select multiple slides—click the first slide then hold down the Control button and select all others desired

Now press the tool bar icon for summary slide 
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