PowerPoint X

[ =S
Launching PowerPointX ii' I:J_‘l

1. Start PowerPointX by clicking on the PowerFoint icon in the dock or finding it in
the hard drive in the Applications folder under Microsoft PowerFPoint.

PowerPoint Environment
When FPowerFoint first launches, this is what you will see:

1. The Project Gallery window with the PowerFoint presentation icon already

selected.
2. Click on OK.

{_Project Gallery - - 2

Category
Blank Documents
My Templates

Based on Recent " -
» Business Forms ’ O
» Home Essentials B

Labels

- )

Letters-Envelopes
» Menus & Catalogs AutoContent Wizard Calendar Event Excel Workhook
Newsletters
» Planners
p Presentations
» Web Pages
» Writing Toolbox

List Wizard Mail Message PowerPoint Presentation v

View:  Catalog B: Show: | All Office Documents I—:i Create Document
( Open... ) E Show Project Gallery at startup | Cancel @

3. Click OK to start with the Title Slide.

New Slide
Choose a slide layout:
-
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— ¥ fremm—
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Title Slide Bulleted List 2 Column Text Table

[— | [— | [e— | [— |
= wip. |
Taxt & Chart Chart & Text Organization Chart
Chart
— — ’=‘
Text & Clip Art Clip Art & Text Title Only Blank

_] Don't show this dialog box again. [ Cancel )
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PowerPoint Window

i . PowerPoint File Edit View Insert Format Tools Slide Show Window Help @ F «) (= (99%)
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| Notes
Click to add notes Pane
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Outline Pane — View of outline for all slides in the presentation

Slide Pane — View of actual slide that will be presented. This is normally used for
inserting graphics, animation, etc.

Notes Pane — Used for inserting speaker notes or additional information that is not
included in the slide. This panel is not shown in the slide presentation mode.

=T es

/

- Slide Show
Normal View \ -Presentation

-Shows all 3 panes
with an emphasis

on the

mode when all
animation and

Slide pane effects can be
- - Slide Sorter seen
Outline View View
-Shows all 3 panes | | Glide View -Shows a
with an emphasis -Shows only thumbnail
on the Outline the Slide view of all
pane Pane slides
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Design Template Feature

1. To apply a design template:
a. Select Format from the toolbar and click on Slide Design

Tools Slide Show

| Font... |

| Bullets and Numbering... |
Alignment >
Line Spacing...
Change Case..
Replace Fonts...

Slide Design...

Slide Layout...

Slide Color Scheme...
Slide Background...

Colors and Lines..

Object..

b. Select the template that you want and click on it once. Then click Apply.
The template you select will also apply to all new slides that are inserted

later.
[aNaN ] Choose a Slide Design N
Enable: | Design Templates '—:i
" | | = pw " Designs |—=l Q search
B o ol = oo
_ Designs » = Balloons
ﬂ Network “ Blank Presentation
= Blends
m Desktop " Bold Stripes.
= Candybar =Dt smecamansir alpicing
A teach =
fg] teacner - Compass
;/A_ Applications | Crayon
o | Curtain
H Movies B Dad's Tie |
6 Music | Fading Grid 4
h | Kimono 1
Pictures == il Ul
— E—=—===w-ir
CAppIy to all slides " Find File... )
) Apply to selected slides
(" New Folder ) (" Cancel ) ( Apply a
P

c. The template you have selected should now appear on your presentation.

Click to add title

AN --:—

Click to add subtitle
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Creating and Inserting New Slides

1.

2.

e

Insert text:

a. Toinsert text, click in the box you want to type and type in your text or
b. Click in the outline pane and insert text

1 C Power Point Presentation

e

Insert a new slide:

RSN tint]

Power Point Presentatibn

LR

Click to add subtitle

a. Select Insert from the toolbar and click on New Slide.
b. The New Slide box will appear. Select which layout you want and click OK.

New Slide

(I8 Format Tools

Slide

New Slide...
Duplicate Slide

Slide Number
Date and Time...
Tab

Symbol...
Comment

Slides from File...
Slides from Qutline...

Picture

Text Box

Movies and Sounds
Chart...

Table...

Object...
Hyperlink...

#EK

Choose a slide layout:

—— o e e
— e S amns e
Title Slide Bulleted List 2 Column Text Table
.. .. !.---' ' i
Text & Chart Chart & Text Organization Chart
Chart
Text & Clip Art Clip Art & Text Title Only Elank
.
IF IR ———— i

—
e — I_.—|

| Don't show this dialog box again.

( Cancel ) H
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Slide Master

The Slide Master holds the template for all of your slides. To apply a certain type of font
size, font style, font color, bullets, and footer to all slides in your presentation, you

should use the

Slide Master.

1. Open the slide master:
a. Select View from the toolbar.
b. Select Master and click on Slide Master.

Insert Format Tools Slide Show W

v Normal
Slide

Crayscale
Elida

THOE I
L A

Slide Sorter
Notes Page
Slide Show

Master [ Slide Master
Title Master

BLush

entationl

Handout Master
Notes Master

2. Change font style, font color, and font size:

Click on the box or highlight the text.

Use the Formatting Palette to change the font style, font size, font
color, and alignment of text.

Click Close Master View when you are ready to return to the normal slide

a.
b.

C.

view.

B Formatting Palette

¥ Font

Mame: Times v
Size: 24 v Font color: .
B / U & A A
LN

¥ Presentation

Current Slide

Layout: Bulleted List
Transition:

Theme

Design template:  Dad's Tie v
Color scheme: ONEEEEDOO T.'

R

2]
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Inserting Images

You can insert clip art or pictures or draw your own shapes and objecte.

1. Insert clip art:
a. Select Insert from the toolbar and click on Picture and Clip Art or click on
the Insert Clip Art icon on the drawing toolbar.
b.  Search for your clipart and click on Insert.

Format Tools Slide Show Window Help

New Slide... ﬂ LEI t‘ (]-’_—“ ‘__\ 70% v
Duplicate Slide 1= MY
Slide Number Insert Clip
Date and Time... Art Icon
Tab (Shortcut)
Comment
, . =y
Slides from File... —|£|
Slides from Qutline...
A B T R T,
Text Box From File...
Movies and Sounds >
Chart... S —
Table... rg.';mzatlon art
ObjECI... WordArt...
eoe Clip Gallery : PowerPoint
Clip Gallery T

Category @, Search: computer @ ( Search )

Search Results Clips 1 - 17 of 17 in Search Results

Fawvorites

Lost & Found

Academic

Animals

Backgrouncls

Borders & Frames jO196400 J0Z05466 j0193805

Buildings

Business

Buttons & lcons
Cartoons
Communications

Dividers & Decorations meetings computers WOmen 1
Emations v - v
( Categories... L] Show: | All Pictures I :! { Properties... | [ Preview

( Import... ) ( Online... ) ( Close ) € Insert )

A

A
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2. Insert Picture (digital images)

a.

on the Insert Picture icon on the drawing toolbar.

b.
slide.

Shortcut: You may want to
and then drag the pictures

&

Locate your picture file and click on Insert to insert your picture on the

lace your image files on the desktop first
rectly into the Powerpoint document.

Select Insert from the toolbar and click on Picture and From File or click

=

Insert Picture Icon

[GNSN:] Choose a Picture
Enable: All Picture Files
<« ») (=} [ Desktop

(Shortcut)

» 24 CLASSxp..5 Middle

7l 2007 vearbook ¢

m

A

Format Tools Slide Show Window Help @ Network P
New Slide... i Lle'ﬂ S| % ol ox W) & cam_front.jpg
Duplicate Slide | — ﬂ Desktop » @ cam_top.jpg
= AR P W camera_back.jpg
Slide Number {g} teacher A b 7 desktap »
Date and Time... 75; Applications new = dna.psd
Tab .
: u Movies ] =4 ep_bannerl.psd
Symbol... I = ep_banner2.psd S
Comment 6 Music P = ep_banner3.psd +
Slides from File 7 Pictures I * Inspiration Example [ —= m
— RN
Slides from Outline...
| P DR D
[ i " £ cooarcie )

Clip Art... I Link to File Find File...
Text Box From File... __| Save with Document
Movies and Sounds > Autosh
Chart... e nes (" New Folder ) (" Cancel ) Insert |
Table Organization Chart e ) Q
Object... WordArt...

3. Resize image

a. Select the image by clicking once on the image. Then click one of the

corners and drag to resize.
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4. Insert Auto Shape to draw your own shapes or objects:

a. Select AutoShapes icon from the drawing toolbar.

b. Choose a category and click on a shape that you would like to insert (You
will notice that your cursor is now a “+”).

c. Click and drag your mouse to create your object.

d. Right click on your object and select Format AutoShapes to change the
color or double click on the object. Click on the down arrow of the fill color
and select a new color for your object.

e. Click OK to complete the process.

— I+ Connectors 2
S s
"3 bcshapes
=7 %Eluck Arrows [ 2 Oovu<e
h v T‘%Flﬂwchart p O O A I
AutoShapes 2 | = Stars and Banners b O O 1 &
Icon
& - _,;—IJ Callouts [ 2 5 00
[ ____| a
- Action Buttons [ 2
| B O 6 A
BN
Smiley Fare [:(
Format AutoShape
4[—Evlorrmrd-l:h'ms—| Size Position Picture | TextBox —H0uw
Fill
Color: g
Transparency: || No Fill ?é— 8
Line l. Autum_atic ]
ONENNEEDCO =
Calor: | Style: -
Dashed: |........Weihl' 0.75 pt, |-
' EEEEEEEE ™ P
Connector: = g g : E = = 5
Transparency: |D OoOooEmO ? z
ErTETE More Colors...
Begin style: Fill Effects... End style: .,.',-
Background
Begin size: End size: =
! Default for new objects
Preview L: Cancel :l ‘—ﬂ—@
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Custom Animations

This feature allows you to animate text, graphics, and objects on your slides to add
interest to your presentation.

1. To apply custom animation to your slides:

a. Select Slide Show from the menu toolbar and click on Animations and

Select c.

object to

animate d.

Custom.

E View Show

= Rehearse Timings

! Record Marration...
Set Up Show...

Action Buttons
Action Settings...

Animations

Animation Preview

Slide Transition...

GGG Window Help @@ = 4) (=

3 vl| (2],

Custom...

v Off
Fly In

Click on the object that you would like to animate.
Click on the Entry Effect down arrow and select and entry effect for your

object.

To add an exit effect (optional), click on the down arrow and select an exit

effect for your object.

Repeat all steps for each object you want to animate

Custom Animation

Seleglto animate:
itle 1: "Power Point Pre...

[ rext 2 "Click to add su

Preview:

( mStop ) ( »Play )

{ Effects | Order and Timing
Entry animation and sound 4_/

Entry effect:

v No Effect p
Fade In |

| Fyin
| Faded Fly In
| Blinds
' Box
Checkerboard
Crawl In
Dissolve
Flash Once
Peek In
Random Bars
Spiral
Split
Stretch
Strips
Swivel
Wipe
Zoom
Random

Options

\AAAL L)
B B K I RE

vrwyy

w5

rwy vy

Exit Effect

Entry Effect

Custom Animation

Select to animate:

{—Eﬁzﬂs—i Order and Timing

Options )

Title 1: "Power Point Pre..
Texl 2:"Click to add su...

Entry animation and sound

Entry effect:

Appear

Entry sound:

[No Sound]

After animation:

Daon't Dim

Preview:

it animation and sound

Exit effect:

Fade Qut

Fly Qut

Faded Fly Out
Blinds

Box
Checkerboard
Crawl Out
Dissolve

( mStop ) ( »Play )

e A

Disappear !
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2. Modify Animation Settings:

Custom Animation

a. To change the animation | seecommae 3, s [omerandTming | options
order, click on Order and {3 Title 1: *Pawer Point Pre... pRRRRNAN
Timing tab. ]| Text 2: "Click to add su... — —
b, Select the object by SESCERC T
clicking on it once. Then -
click on the up and down >
arrow to change the
animation order. _—
c. To change the timing of
the animation, click on Start animation
Automatically, and @ On mouse click
indicate the timing. O Automatically, Ly
after previous event
€ u Stop b} IIT\W'
d. To change text entry and text exit, click on the Options tab.
e. Select the object by clicking on it once.
f. Click on the down arrow for text entry or text exit and select an option (e.g.
entry or exit of text all at once, by word, by letter, etc.)
g. To preview your animation settings, click on the Play button.
h. Click OK when you are ready to move on.

Select to animate:
=] | Title 1. “Power Point Pre...

=] | Text 2: “Click to add su...

Preview:

kkwan abile

; u Stop 3

Custom Animation

I Order and Timing W
Text entry options
I57| Textenters: All at once | = l
Bullets grouped by:  All at once | % l

. Effects

(" Cancel ) %
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Slide Transitions

This feature allows you to animate transitions between slides.

1. Apply slide transitions to your slides:

a. Select Slide Show from the toolbar and click on Slide Transition. The
Slide Transition Task Fane should appear.
b. Use the pull down menu to select the transition of your choice.

View Show

Animations

Hide Slide

Rehearse Timings
Record Narration...
Set Up Show...

Action Buttons
Action Settings...

Slide Transition...

Custom Shows...

Slide Transition

Effect

| + Mo Transition

| Quicktime Transition
1 Select Quicktime Transition...

Blinds Horizontal

Sound 7 B 3

ox In
[No Sound) Box Out
Checkerboard Across
Advance slide Checkerboard Down

Cover Down

# On mouse dlick Cover Left

— Cowver Right

| Automatically after

- b Cover Up

Cowver Left-Down

(" Cancel | Cover Left-Up

Cowver Right-Down

c. Modify the speed and include a sound (optional).

d. If you would like to advance your slides automatically (e.g. photo slide
show), click on the automatically after ___ seconds box.

e. Click on Apply to All Slides only if you would like to apply the same
transition to all slides in your presentation.

f. Ifyou only want it on one slide, click on Apply to apply effect to the
current slide.

Slide Transition
Effect
Blinds Vertical 4]
: Slow
: Medium
) Fast
Sound
[No Sound] I:] Loop until next
Advance slide
E On mouse click
] Automatically after seconds
': Cancel ;. ': Apply to All ;. f Apply Q
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Saving and Printing

1. Saving your presentation:
a. Select File from the toolbar and click on Save as.
b. Select the location (server or jump drive) and give your file a name.
c. Click on Save to save your presentation.

Printing
There are several O]Etiona for printing:

1. Select File from the toolbar and click on Print.
2. Click the down arrow and click on Microsoft PowerPoint to sclect print settings.

Edit View Insert Print
Project Gallery... {:38P
2 i Printer: | 0-pr-b43c-67-5 ]

New Presentation EN Strdard |Tj
Open... %0 Presets: Standar v
Close HEW Microsoft PowerPoint m
Save £ .
Save As... Print What: e ’
Save as Web Page... ; 1 Al BRIl el )

g Slide Shows  pandouts (3 slides per page) E]
Make Movie... Output] Handouts (4 slides per page) E]

= Handouts (6 slides per page)
Web Page Preview Handouts (9 slides per page)

Notes
Page Setup... Outline
| TFrame Slides
Send To >
Properties... — . . - _
l'\‘__),'l ( PDFw ) ( Preview ) ( Supplies... ) ( Cancel )

5. Select the down arrow to select a printing format:
a. Slides — Prints 1 slide per page
b. Handouts — prints out handouts with thumbnails of your slides. You can
choose the number of slides you would like on each page
c. Notes Page — prints your slide and notes (if you used the notes function
in PowerFPoint
d. Outline View — prints the main points of your presentation

Print

Printer: = o-pr-b43c-67-5

Presets: Standard

Microsoft PowerPoint

i what T )
H

) andouts (2 slides per page)
Slide Shows  pandouts (3 slides per page) E]

EIRERE

Handouts (4 slides per page)
Handouts (6 slides per page)
Handouts (9 slides per page)
Notes
Outline

|_TFrame Slhides

Outputy

.‘_). ( PDFw ) ( Preview ) ( Supplies... ) 'ﬂ:’ @

4. Click on Print when you are ready to print.
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