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SECTION 1: CREATING A POWERPOINT PRESENTATION

Ok so most of us have created a PowerPoint presentation in our time. But it's always
good to refresh ourselves with the basics. This section will cover the basics of setfting
up a presentation.

If you're a PowerPoint pro, feel free to skip this section.

To launch the Microsoft PowerPoint programme:

1. Click on the PowerPoint icon in your Taskbar at the bottom of your screen. If
you don't see this icon, go to the Start button, right-click and choose Search.
Type "PowerPoint" in the search field, and when PowerPoint appears, double-
click it.

E O Type here to search O =k

2. PowerPoint will open and prompt you to select a theme. Click on Blank
Presentation.

POWGFPOInt Search for online ter ©

Suggested searches: Presentations Education Themes Business

Rece nt Charts Diagrams Infographics

Pinned FEATURED  PERSONAL

Pin files you want to easily find later. Click the
pin icon that appears when you hover over a

file.
Take a tour
= Open Other Presentations Blank Presentation Welcome to PowerPoint

When PowerPoint starts, it opens by default in Normal view. In Normal view, the
application window includes the following areas:



Slides Tab) .

Slides Pane

Double tap to add title

Double tap to add subtitle
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o Slides tab - A pane in the left pane with thumbnail previews of your slides. You
can click and drag the thumbnails to rearrange slides.

o Slide pane - Displays the slide that is currently selected in the Slides tab.

e Notes pane - Displays speaker notes for the slide currently active in
the Slide pane.

In PowerPoint 2010, the Notes pane will open by default in Normal view; however, in

PowerPoint 2013, 2016, and 2019, you must enable it by clicking Notes in the Status
bar.

EDisplaySettings = =5 = 1 * 89 K4

When you open Microsoft PowerPoint, a presentation is automatically opened as well.
The default presentation is named "Presentation1”.

To start creating a presentation, simply click in a text box and begin typing your text.
"Click to add fitle" in the screenshot denotes where you can click and start entering
text.

Presentation1 - PowerPoint

Review View Help Acrobat Q Tell me what you want to do
Aot Direction . N . ) S
= = 1= i Text Direction NN oD Fj ‘
2 Align Text - — / sh
TR AL L oo <G Arrange Ou
C t to SmartArt - Styles
Paragraph Drawing
3 2 1 o0 o ! 2 ' 3

Double tap to add title

Double tap to add subtitle




The first time you save a Microsoft PowerPoint presentation, you need to give it a name
and location. To do this:

1.

Go to the File menu and select Save As.

Save

Save As

Save as Adobe PDH

Print

Share

Export

Close

2. Now, select a location to save your document. (In PowerPoint 2010, this step

does not apply.)

3. The Save As dialog box opens, in which you can see:

a. The document location or where on your computer PowerPoint will save

your presentation. You can choose a different location by navigating to
the new location and selecting it.

. Thefile name. Note that this is highlighted because Microsoft

PowerPoint expects you to provide your own name for the presentation.
Simply begin typing to do so.

. The file type. Note that this defaults to "PowerPoint Presentation,” which

is the default file type for Microsoft PowerPoint 2013 presentations. When
final, you can save your presentation as another type, such as a pdf, by
selecting the file type from the Save as type drop-down list.

4. After you provide this information, click Save to save the presentation.

To maintain backward compatibility with previous versions of PowerPoint, select
the Maintain compatibility with previous versions of PowerPoint check box. This will
ensure that the 2016 document can be opened in earlier versions of PowerPoint.

You can import a file info PowerPoint, including text files. To import a text file:

—_

From the File menu, select Open.

Select where the file is located and in the Open dialog box, select the file and
click Open. Select the drop-down arrow, if necessary, to show all file formats.
The file is displayed in PowerPoint.



The Status Bar

The Status Bar, located at the bottom of the PowerPoint application window, shows
basic information about your presentation and enables you to change your view
settings. Specific items on the Status Bar include:

Slide number.

Notes pane button. Click to enable the Notes pane.

Comments pane button. Click to enable the Comments pane.

View controls. You can choose from a variety of views (Normal, Slide Sorter,
Reading, and Slide Show).

Zoom control. You can zoom in or out to make the presentation bigger or
smaller based on your personal viewing preference. Zooming can change the
size of what you're viewing, not the print-out size.

OO~
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Closing a Presentation

The two most common ways to close a Microsoft PowerPoint presentation are:

1. Click the white "X"in the upper-right corner.

=

2. From the File menu, select Close.

3. When you close your presentation, you will be prompted to save if you have
made any changes since the last fime you saved.

Tabs

Microsoft PowerPoint can be used to create many different types of presentations,
including charts and diagrams, leaflets, invoices, and much more. It has hundreds
of commands for working with different presentations. To make it easier for users to

find the specific commands they are looking for, commands are organised onto eight
main tabs:

1. Home. The Home tab includes commands for formatting presentations.

2. Insert. Use the Insert tab to insert tables, clip art, pictures, links, headers and
footers, and more.

3. Design. Use the Design tab to change your page setup, slide orientation, fonts,
background styles, and more.



4. Transitions. Use the Transitions tab to add fransitions to a slide and to customise
fransition effects.

5. Animations. Use the Animations tab to add animation to text in a slide and to
manage the animation order.

6. Slide Show. Use the Slide Show tab to finalise the slide show details, timings, and
more.

7. Review. Use the Review tab to check spelling, to collaborate by adding
comments, and to access editor tools.

8. View. Use the View tab to access the various presentation views, to show and
hide the ruler and grid lines, and more.

9. Help. Use the Help tab to access resources to help resources and provided
feedback to Microsoft on any issues or problems.

Note that the File tab is not a typical tab. The File tab takes you to the Backstage
view where you manage, rather than make changes to, your document.
The Backstage view is covered in the next section.

In addition to the main tabs, there are numerous tool tabs which include less
commonly used commands.

1. Some of the most commonly used tool tabs are:

SmartArt
Chart
Drawing
Picture
Table

OM~LON

2. That they will appear when you select commands which have related tool
tabs. For example, when you insert a table, two table-specific tool falbs
(Design and Layout) appear:

H &E © B @ [

File Home Insert Draw Design Help Acrobat Design Layout Q Tell me what you want to do & Share [
- = f : ¢
v| Header Row || First Column ===== EL 3 =2 Shading ~ A.‘ A = o z r\'

| Total Row | Last Column e — ::; v Borders - ‘) A - 1pt <

——————— ; Quick ~m— — Draw  Eraser
| Banded Rows || Banded Columns ] { & Effects - Styles - /A - KPen Color-  Table
Table Style Options 4 \ WordArt Styles ™= Draw Borders »

Functionally related commands in PowerPoint are organised in groups on each tab.
The following table lists the groups found on each tab:

Tab Group
1. Clipboard
2. Slides
Home 3. Font
4. Paragraph
5. Drawing

8



Tab Group

Editing

Add-ins

Slides

Tables

Images
lllustrations

Links

Comments

Text

Symbols

Media

Themes

Variants
Customize
Preview

Transition to This Slide
Timing

Preview
Animation
Advanced Animation
Timing

Start Slide Show
Set Up

Monitors

Proofing
Accessibility
Insights
Language
Comments
Compare

Ink

OneNote
Presentation Views
Master Views
Show

Zoom
Colour/Grayscale
Window

Macros

Help

Insert

Design

Transitions

Animations|

Slide Show

Review

View

SNSRI NOROD 2O =RONSON =W =00 NCORWN =N O

Help

In some groups, you will see a button in the lower right corner next to the group name.
This is the dialog box launcher. Opening a group's dialogue box gives you access to
additional commands associated with the group:

Calibri (Body) -18 - A A A\O

B I U S ae A- pa- - A-



Commands are controls that enable you to accomplish specific tasks, such as bolding
text, adding alist, inserting a picture, or adding slide numbers.

The Tell Me Tab

The new Tell Me tab on the Ribbon is a shortcut to actions in PowerPoint 2016 and
2019.

1. Click the Tell me what you want to do... tab on the Ribbon.

Help Acrobat Q Tell me what you want to do

flin B N~ N [ O O
AN N I = L

Drawin

2. Asearch field will activate with a menu of commonly searched terms below it.

Try

“start presentation”
"morph transition"

“change slide background"

L
3. Type "align"in the search field.
4. Alist of align options will appear.
werPoint
bbat ‘ Q align‘ S
S Align Objects ’
'S Arrange ’
[0 cell Margins ’
' 1 '
Help
@ Get Help on "align” >

Smart Lookup on "align"

10



5. Click on Align Objects and then select Align Centre.

The Ribbon is the display you see at the top of the Microsoft PowerPoint window. It is
your primary interface with PowerPoint. It allows you to access most of the commands
available to you in PowerPoint. The Ribbon is composed of three types of objects:
tabs, groups, and commands.

SECTION 3 - THE QUICK ACCESS TOOLBAR

The Quick Access Toolbar is a small foolbar that includes commonly used commands
and is always accessible. By default, the Quick Access Toolbar is located in the top
left corner of Microsoft PowerPoint.

By default, the Quick Access Toolbar includes three commands:

SR 0

Insert Digw Design Transitions

SavexUndo=RedoyoiStart frem Beginning

—_

. Save. Click Save fo save your document.

Undo. Click Undo fo undo the last action performed.

Click the drop-down arrow to the right of Undo to undo multiple actions at the
same fime.

Redo. Click Redo to repeat the last action performed.

Start from Beginning. Click Start from Beginning to launch your presentation
from the first slide in Slide Show view.

W™

o~

To add commonly used commands to the Quick Access Toolbar:

1. Click the drop-down arrow on the far right of the Quick Access Toolbar.
2. Select a command from the list that appears:

11



Customize Quick Access Toolbar
-| |
I v New

v Open

v Save
Email
Quick Print
Print Preview and Print
Spelling

v Undo

¥ Redo

v Start From Beginning
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

To add more commands to the Quick Access Toolbar:

1. Click the drop-down arrow on the far right of the Quick Access Toolbar.
2. From the drop-down list, select More Commands... (near the bottom of the list).

Customize Quick Access Toolbar

H
I v New
Y " I W NN

W Satth/Moute WodE e w

(More Commands...)

Show Below the Ribbon

3. From the left-hand list box (circled below), select a command and click Add >
>,

General Eon Customize the Quick Access Toolbar.
Proofing o
. Choose commands from:© Customize Quick Access Toolbar: &
ave
v Popular Commands - For all documents (default) -
Language
" ™
Ease of Access <Separator> 4] H save
*| Action Settings b saveas
Advanced % Add a Hyperlink L € Undo »
3
Customize Ribbon Add Animation - o [© Redo
[ Add Table » 7/ " i start From Beginning
| « i e (a ) 2 oo
K Animation Styles » B New File
Add-ins Bring Forward
Trust Center % Bringto Front
‘= Bullets [»
= Copy -

J Customizations: Reset~ |

N ¢
[T Show Quick Access Toolbar below the
Ribbon Import/Export ~

[

q »

4. Click OK to make your changes.

If you find yourself using the same commands or group of commands frequently, you
can quickly add them to the Quick Access Toolbar:

12



1. Right-click the command or the group name.
2. Select Add to Quick Access Toolbar:

Placement

You can keep the Quick Access Toolbar in the top left corner of Microsoft PowerPoint
or you can move it below the Ribbon. To move the Quick Access Toolbar below
the Ribbon:

1. Click the drop-down arrow on the far right of the Quick Access Toolbar.
2. Select Show Below the Ribbon.

Customize Quick Access Toolbar

v New

’\ﬂ)'u!hmotl se Mode

More Commands...

(Show Below the Ribbon j

3. To move it back, click the drop-down arrow again and select Show Above the

Ribbon.

Customize Quick Access Toolbar

v  New

B Y L S
(S WSS W[ O e Wy

More Commands...

Infroduction to the Backstage View

The Ribbon, covered in the second section, is where you find all the commands
necessary to make changes to your presentation. Clicking the tabs in the Ribbon
changes the set of commands available to you while you work in your presentation.

After clicking the File tab, you can no longer see your presentation or the Ribbon.
Instead, you see what Microsoft calls the Backstage view. This is where you:

1. Manage your current presentation and other presentations (save, open, close,
print, set permissions, etc.).

13



2. See information about your current presentation (location, size, number of
slides and hidden slides, author, etc.).

3. Manage your PowerPoint settings and options (display, AutoCorrect options,
customize the Ribbon, etc.)

! ¥|1 - PowerPaint
G 4
1}
-— v
Info (\
New - 1 i
_ 1 Protect Presentation 4  Properties -
Open ¥ | Control what typas of changes peaple can make to this presentation) ? % Size No
Protect o
Slides 1
Save Presentation ~ ‘3 }
p % Hidden slides 0
Save As ) < ; Title Ad
‘/ﬂ Inspect Presentation 7 § Tags Ad
Save as Adobe PDF s Before publishing this file, be aware that it contains: " ¥ @izt
gories Ad
. Check for Document properties and author's name < i
Bon lsueshy Content that people with disabilities are unable to read 4 JRelated Dates
Share 4 : Last Modified
= Manage Presentation ! :Creamd Toc
Export *(—)\ =" There are no unsaved changes. i \ Last Printed
Manage 4
Close Presentation ~ ; :Related People
‘ Authar
{ T
Account L F
<
R ad
Feedback ? i Last Modified By No
a Show All Properties
Options <
ption: 3 3 1

Only the features which are essentfial to working with Microsoft PowerPoint are
covered in this section.

There are two ways to open a Microsoft PowerPoint presentation from the Backstage
view:
1. From the File menu, select Open.
2. Select the location of the file, and in the Open dialogue box, navigate to the
file you want to open and double-click it or select it and click Open.

?d Open X

« v = PowerPoint2019.1 * Exercises v U Search Exercises £
Organize - New folder = m @
I This PC ~ D Name Date mc
3 3D Objects & My Chart 2/28/20
L Apple iPhone & My Finalized Presentation 2/28/20
.
ol II" My Table 2/28/20
& My Tell Me 2/28/20
- Documents N
& My Views 2/28/20
D load: .
+ Downloads -4 Spring Flowers 2/28/20
& Music
= Pictures L >
File name: ~ | |AII PowerPoint Presentations
Toals Cancel

3. For files you have used recently, select Open from the File menu and then
select Recent. Then, select the file.

14



..a.. Shared with Me

When creating a new Microsoft PowerPoint presentation, you can choose between
starting with a blank presentation or creating a presentation from an existing
template.

To start a new blank presentation:

1. From the File menu, select New.
2. Click Blank Presentation.

A template is a predesigned PowerPoint presentation that you can change to suit
your needs. When you create a new presentation from a template, you are creating
a copy of the original template.

To create a new presentation from a template:

1. From the File menu, select New.
2. Click one of the templates or search for a template in the Search text box.

Presentation2 - PowerPoint Tracy Berry 2= 8 X

New

Search for online templates and themes p°)
Suggested searches: Presentations Education Themes Business Charts Diagrams Infographics

FEATURED  PERSONAL

Take a tour Gt ‘ QuicksStarter GALLERY
- Sk PN
=) e IR TR

Blank Presentation Welcome to PowerPoint Bring your presentations to life... fon Boardroom Start an outline Gallery

Berlin $ I CROP |

Parcel Wood Type Quotable Berlin Savon Crop

s v o e
DIVIDEND N FVENT
CIRCUIT — O DROPLET MAIN
i p- 5 ‘o ,\:

Circuit Dividend Frame Organic Droplet Main Event

W00D TYPE ¢ Quotable

P & WP S50555500000000oo N L eee——— SVANVANVANVANVANNS

15



3. Click on a template to preview it.
4. Click Create to download and open the template (in Word 2010,
click Download):

lon Boardroom

Title Layout

+«  More Images »

You can use Backstage view to modify your presentation's properties. To modify a
presentation's properties:

1. Select the File menu tab.
2. In the Info section, the presentation properties are located on the right.

. ¢
f S
)
D
Info iy
1
Protect Presentation 1 { Properties -
) Control what types of changes people car Size Not saved yet
Protect < } Slides 1
Save Presentation - < ¥
‘i Y Hidden slides 0
Save As . P ‘ Title Add a title
?1 Inspect Presentation i g A At
Save as Adobe PDF = Before publishing this file, be aware that fi c .
. 4 ategories Add a category
. Check for Document properties and author's )
gort =mse Content that people with disabilitiez > Related Dates
Share ) €5 LastModified
L Manage Presentation 4. Created Today, 10:49 AM
Export ‘Q 0 { > Last Printed
Manage LEES
Close Presentation - : 4 Related People
>
1 > Author
Account < \ E
j Y Add an author

You can add your name and initials to Microsoft PowerPoint. When you do so, the
information is used throughout your Microsoft Office products. PowerPoint uses this
information for assigning comments and for pre-filling data used by some built-in
templates.

16



To add your name and initials to Microsoft PowerPoint:

1. From the File menu, select Options. In Microsoft PowerPoint 2007, click
the Microsoft Office button and select PowerPoint Options.

Feedback

Options

2. The options you can customise are grouped into categories that you can see
in the left pane. The default category is General. Fill in your name and initials
under Personalise your copy of Microsoft Office.

PowerPoint Options

'@- ® Optimize for best appearance -

Optimize for compatibility (application restart required)

Proofing

[v*] show Mini Toolbar on selection @
Save B

[v] Enable Live Preview ®
Language

‘ScreenTip style: | Show feature descriptions in ScreenTips b

Ease of Access
Personalize your copy of Microsoft Office

Ad d
vanee User name: Tracy Work

Customize Ribbon Initials: TW
Quick Access Toolbar | [] Always use these values regardless of sign in to Office.

Add-ins Office Background:  Calligraphy v
_ Office Theme: Colorful ~

\_

Trust Center
Office intelligent services

Intelligent services bring the power of the cloud to the Office apps to help save you
time and produce better results. To provide these services, Microsoft needs to be

-

Co ) oo

SECTION 5: FORMATTING POWERPOINT PRESENTATIONS

When you start a new presentation or add a new slide, Microsoft PowerPoint adds a
slide with the default layout that seems to fit the context. If the layout of the current
slide doesn't meet your needs, you can change to another of the nine built-in layouts.

To select a slide layout:

17



1.

From the Home tab, in the Slides group, click Layout. A gallery opens showing
the layouts that can be applied to your current slide.

Draw

j o0

Design Transitions Animations Slide Show Review
| || Layout= A A A =i €< 2=
=S ice Theme ™\
Paste New - A
N .4 Slide ~ o
I —nr
Clipboard e N — - 3
5 4 !
1 Title Slide Title and Content  Section Header
—ar | e N —
Two Content Comparison TiteOnly |
M
Blank Content with Picture with
Caption Caption

To add text to a slide:

2. Click on the desired layout to apply the format to the current slide.
1.

Click in a designated text placeholder.

Double tap to add title

* Double tap to add text

L

Click in the placeholder to add text.

2. Once you click in the text placeholder, it becomes active and the cursor
indicates where to enter your desired text.

@
° °
5 | +—— Gursor o
o / ) o
* Double tap to add text /
Text placeholder is active



3. Ensure that your cursor is located inside the text placeholder and begin typing

your text.
(2
o o 0
0 My First Presentation )
° @ o

« Double tap to add text

You can use text files or Word documents for use in your PowerPoint presentation.
To import a text file or Word document:

1. From the Home tab, in the Slides group, select New Slide.

2. From the drop-down list, select Slides from Outline.

File Home Insert Draw Design Transitions
-9
S Layout -

j X =] Layou Calibri Light (Headings) - 44

N N ) Reset
aste ew

. B I U § a A/

c b 4 S|Ide ﬁSer.tion' o -
“lipboard = Office Theme

My P T

Title Slide Title and Content  Section Header

Two Content Comparison Title Only

[ bt
Blank Content with Picture with
Caption Caption

=) Duplicate Selected Slides
Slides from Outline..)

= Reuse Slides...

3. In the Insert Outline dialogue box, select the text or Word document file and
click Insert.
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P Insert Outline

~ R « Desktop » PPT2019.1 » v U  Search PPT2019.1 R
Organize - New folder =- 1 @

m Desktop A Name Date modified Type
 Documents ClassFiles 2/28/20199:18 AM  File folder
% Downloads @ | Data outline 3/4/2019 1239 PM  Microsoft
J Music
«= Pictures
B Videos

2.05(C) v < >

File name: Data outline v | All Qutlines v
Tools ~ Cancel

4. The textisinserted into the presentation.

To edit text on a slide:

1. Use your mouse to select the text you want to change.
@

o o o

o My First PowerPoint o

2. Press Delete.

Double tap to add subtitle

3. Type your new text.
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The commands commonly used to format text are included in the Font group on
the Home tab:

Insert Draw Design Transitions Animations Slid
Layout ~ 2 N
% — =] ay Calibri Light (Headings) -60 - A A A\O
M N o= Reset
ew AV . - ay -
v Slide ~ % Section ~ B I U 'S & a3 o
[ Slides Font I~

Font - Choose among a wide selection of fonts.
Font Size - Change the size of your text.

Bold - Bold your text.

Italic - Italicise your text.

Underline - Underline your text.

Strikethrough - Strike through your text.

Font Colour - Change the colour of your text.

Nooh~owb -

New to PowerPoint 2019 is text highlighting, which is available in the Font group of
the Home tab. It works the same way as the text highlighter in Word.

Home Insert Draw Design Transitions Animations Slig
X 1 [ ILayout -~ I . - A
Calibri Light (Headings) -60 - A A 7@
B - N ] Reset
ew
- AV . =
~ Slide = |~ Section - BT U S « A

Slides =

You can format text as WordArt in PowerPoint to add decorative effects to your text.
To format text as WordArt:

1. Select the text.

? 0
5 5

2. From the Drawing Tools Format tab, in the WordArt Styles group, select a
WordArt style to apply.

21



PowerPoint Drawing Tools

w Review View Help Acrobat

lshape Fill ~

7 Shape Outline ~ A A A
-

D Shape Effects -

o

A|A:

Pattern Fill: Gray, Accent color 3, Narrow Ho

29 Clear WordArt

Welcome vo tne yuarceriy ¢

3. Your text now appears as WordArt.

You can add lists to your presentation in the form of bulleted or numbered lists.
To add a list to your presentation:

1. Within a text placeholder, select the Home tab.
2. From the Paragraph group, select the Bullets or Numbering option.

Insert Draw Design Transitions Animations Slide Show Review View
X Layout - - A — ATeX1
Etay Calibri (Body) 28 | A A A\O 3= = MM
B N ) Reset T Aig
v B I U S & AN-p--A. = = = = .
v Slide ~ % Section - - - S ___E T2 Con
i Slides Font S

3. After you select an option, enter your list items.

o
You can format text by:

* Using font options
* Adding Iists|

Q

4. Press Return fo add the next bullet or number in the list.
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To format a text placeholder:

1. Select the text placeholder.

T

My First Presentation

2. Access the Drawing Tools Format tab in the Ribbon.

H ] o] O o o Presentation4 - PowerPoint

File Home Insert Draw Design Transitions Animations Slide Show Review

1+ Edit Shape - ) Shape Fill -

E N N OO DO {
7 ~ % |Text Box - !Shape Outline - 4
AT L e X0 y f

J shape Effects -

r .;\

Merge Shape

Insert Shapes Shape Styles

View Help Acrobat

¥ B Text Fill - | [/Bring Forward - [ Align - Yl -
‘A A A 7 iTEXt @uilfigz - QA? [ ] Send Backward - [ oup :
: A Text Effects - Text E Selection Pane “\ Rotate - o 107 -
T WordArt Styles - Accessibility Arrange Size

If you are familiar with formatting text boxes in Microsoft Word, you will find these tools
similar to use.

You can take text that is in a text box and convert it into columns. To format text into
columns:

1. Select the text box.
2. Select the Home tab and from the Paragraph group, select Add or Remove
Columns.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Acrobat

Oa — == A Aoy
] Layout - .- B Text Direction -
B &b SILaYOUET brilight (Headings) <60 - A A B im-i=- e » = e pirctin

Paste = New ] Reset B e [5 Align Text -

. I U S & AV- pa-%- A =
4 Slide == Section - o7 AT ST T Convert to SmartArt -

Clipboard ™= Slides Font = ( Paragraph r

3. From the drop-down list, select One Column, Two Columns, Three Columns,
or More Columns.
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[%] Align Text ~

i
4

I Convert ta Sma

=|| One Column

Two Columns

Three Columns

More Columns...

To add a slide to your presentation:

1. If you have multiple slides in your presentation, click on the thumbnail of the
slide you want to insert the new slide after.
2. On the Home tab, in the Slides group, click New Slide to reveal a gallery of

slide layouts.
Insert Draw Design Transitions Ar
e _—
Layout -
B 3% = you Calibri Light (Headings) ~160
Ll = o
S= - Reset
Paste - New
) — . T U § e AV,
. ~ Slidet=) = section - -
Clipboard '~ Office Theme
1
Iy Firs !
2 ‘ebucator provi e o o
tsining
Two Content Comparison Title Only
e =
3
w0
Blank Content with Picture with
Caption Caption
4 .
Onsita Title and Text
|=) Duplicate Selected Slides
[ slides from Outline.
5 =] Reuse Slides..

3. In the layout gallery, click the layout for the new slide. A blank slide of the
specified layout is added to the presentation.
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You can use the Format Painter to quickly and easily copy formatting of text or
graphics from one item to another. To use Format Painter:

1. Select the text or graphic that has the formatting you want to duplicate.
2. From the Home tab, in the Clipboard group, select Format Painter. Click it once
to duplicate the formatting once or double-click it to keep it turned on until

you click it again.

ESN
Paste New
- it

3. Click or highlight the item you want to apply the formatting to.

To duplicate an existing slide in a presentation, select the slide in the Slides pane, press
Ctrl+C to copy it, put your cursor in the Slides pane where you want to insert the copy,
and then press Chrl+V to paste if.

To delete a slide, select the slide in the Slides pane, right-click it, and select Delete
Slide.

N

X cut

% Copy
AD Paste Options:

bl e

0
:" 5] New Slide

=] Duplicate Slide i
[ ¢ Delete Slide
pJ

" Add Section
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Hiding and Arranging Slides

To hide a slide in a presentation, which allows it to remain in the PowerPoint file but
not be presented, right-click the slide and select Hide Slide.

|
%g Cut

4 copy

. “'D Paste Options:

#J New Comment

To change the order of slides in a presentation:

1. In the Slides tab, click and drag the thumbnail of a slide to its new position.

-
1
My First Presentation B
m
ol
%,
? . - — T —

2. Confinue moving slides until you achieve the desired order.

Adding Images to a Slide

Images can enhance the visual appeal and effectiveness of your presentations. They
can be inserted using commands in the Images group of the Insert tab.

Mew Table  Pictures Online Screenshot Photo

Slide = - Pictures - Album ~
Slides Tables 1 2 Image53 4

There are four sources for images that you can work with:
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Pictures - Images stored on your local drive. (In PowerPoint 2010, this is called
simply Picture.)

Online Pictures - Media files (images, videos, audio, and more) that Microsoft
PowerPoint provides. Additional media files are available through Office.com's
database.

Screenshot - A screen capture of any application that is not minimised to your
task bar.

Photo Album - A collection of images from local files or disk.

Grouping images is only possible when there are multiple images on a slide. The
purpose of grouping images is to freat multiple images (including shapes) as a single
object.

To group images:

1.
2.

Press and hold the Ctrl key while selecting images with your mouse.
Right-click and select Group > Group from the context menu.

.
A\

After images are grouped, they are treated as a single image. Nofice that a
single sizing box surrounds all images in the group.

To ungroup images:

1.

Select the grouped object that you want to ungroup. One sizing box surrounds
the grouped object/image.
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2. Right-click the grouped object and select Group > Ungroup. Sizing boxes now
appear around each image.

To insert a picture on a slide:

1. Clickin the slide where you want to insert a picture.
2. On the Insert tab, in the Images group, click Pictures.

File Home w Design Transitions|
L—, D [o B @

-

New Table \Pictures fOnline Screenshot Photo
Slide - - Fictures - Album +
Slides Tables Images

3. In the Insert Picture dialogue box, navigate to the folder that contains the
picture, select it, and click Open.

28



# B ¢ ThaPC o Pubures v

I Oriicg

& Dwabiach —— -
3 Recork placen * a i # ]
- A g b
s Orealivivy o %
Cheysansherrssn Desent Hhydeangtr Jekylh Koala Lighthause

L o oW

Penguns

&

Homegroug
P\ ate ot

% Ths PO
e Dmictog
I Dacumens
& Downloach
B Lindot [ttt
B Wi
& Pumares
B Vdeon -

Tubgs

Fiename | w| | Pt bl

Tacks = L Cancel

To remove a picture from a slide:

1. Select the image on the slide.
2. Ensure that the sizing handles are active.

Active sizing handles

3. Press Delete.

In PowerPoint 2019, the sofftware automatically detects the image's background,
making it easy to remove. To remove the background image of a picture:

1. Select the image.
2. From the Picture Tools Format tab, from the Adjust group, click Remove
Background.

My Finalzed Presentation - PowerPoant

Haome neert [hesign Transrsons Animations Shde Show Rewew Wiew Help
E! [::‘_llcmm' G ChangePicures | (= rem g P pem e |
—_—— =2| Artistic Effects - rFe e T il il
Remove orrections e ; . = ==
-\—I: 1 1= Reset Picture
Background = =l Compress Pictures
@ Picture Styles

3. PowerPoint shows how a preview of how background will be removed.
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4. Select Keep Changes to keep the changes or Discard All Changes to reject
the change. You can also adjust the removal by selecting an option in the

Refine group.
Background Remaval
=
Q‘ O/ & \/

Mark Areas Mark Areas  Discard All - Keep
to Keep toRemowve  Changes Changes

Refine Close

If images on a slide overlap, you can control which image is visible in the overlapping

regions. To bring an image forward so that it appears to be on top of another image:

1. Select the image to bring forward. Handles around the object confirm that it is
selected.

2. Right-click and then select Bring to Front > Bring Forward.

Style Crop |

‘d & Cut
BB Copy
&D Paste Options:

e |8
b (& I\
¢

y E’EI Change Picture...

E Group

Bring to Front G

1, Bring to Front

# Bring Forward

- v v

DD Send to Back

% Hyperlink...

Save as Picture...
El] Size and Position...

{? Format Picture...
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To send an image backward so that it appears to be behind another image:

1. Select the image to send backward.
2. Right-click and then click Send to Back > Send Backward.

Note: There are additional sub-commands of Bring to Front and Send to Back that let
you move an image to the very front or very back when working with multiple images
on a slide. These commands are available on the Picture Tools Format tab in the
Arrange group.
e Bring to Front > Bring Forward - Moves an object one level at a time to the
foreground.
e Bring to Front > Bring to Front - Moves an object in front of all other objects.
e Send to Back > Send Backward - Moves an object one level at a time to the
background.
e Send fo Back > Send to Back - Moves an object behind all other objects.

These actions can be repeated more than once depending on how many images
and levels you need to arrange.
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Shapes, such as lines, rectangles, block arrows, flowchart objects, and callouts, can
enhance your presentations in a variety of ways.

To add shapes to a slide:

1. On the Insert tab, in the lllustrations group, click Shapes to open the shapes

gallery.
tﬁ GIR=N
lcons 3D SmartArt Chart 2
Models ~

" Recently Used Shapes
BNNOOOAL LRI G
EARTANR O I+

Lines

SNSNTLLT NG
Rectangles

o i Y L | o o

Basic Shapes

FE AN STV A AN N A

2. From the gallery, select the type of shape to add to your slide. Your cursor
changes to a + sign.

3. Click and drag to define the region on your slide where you want to insert the
shape.

4. Release the mouse button fo add the shape to the slide. Notice the additional
yellow handles on and/or near the sizing box. These allow you to further modify
the shape.

Yellow handles

Shapes in the gallery are categorised by:

Recenfily Used Shapes
Lines

Rectangles

Basic Shapes

Block Arrows

Equation Shapes
Flowchart

Stars and Banners
Callouts

Action Buttons

Apply Borders to a Shape
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To add borders to a shape, after it is inserted, select it and then from the Drawing Tools

Format tab, in the Shape Styles group, select Shape Outline and use these options to
add and format a border.

Haome Ingert Design

Transitions

Animations Slide Show Review View ACROBAT ¢

1O )| - 15 Edit Shape » - + | 22 shapeFill » L Test Fill =

> G| ETesnor w| ) B [Eowom] A A A - Liecom

{ Y%+ Merge Shapes — T Theme Colors 7| B Text Effec
Insert Shapes Shape Styles H EEEEEEN WordArt Styles

Standard Colors.
L]} EEEEER
Mo Qutline
% More Outline Colors...
2 Eyedropper
= Weight »
%= Daghes r

You can change the background of a shape. To modify a shape's background

1. Select the shape.
2. Select the Drawing Tools Format tab.

Format
3. In the Shape Styles group, select Shape Fill.
— ESope A
Abc ﬂ ﬂ E L# Shape Outline -
) - ~ | CF Shape Effects =

Shape Styles P

4. Select a colour from the drop-down list, or another option, such as adding a
picture or texture.
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Theme Colors
HE EEEETHENE

Standard Colors

EN FEEEERE
Mo Fill

Mare Fill Calars...
Eyedropper
Picture...

Gradient k

B E N %

Texture k

When adding multiple shapes, you may want to align them and/or group them.
To align shapes:

1. Select the shapes you want to align.
2. From the Drawing Tools Format tab, from the Arrange group, select Align.

L, Text Fill » 11 Bring Forward ~| [ Align -
% r ﬂ Text Outline - 0 Send Backward - LF] Group ~
T [ TextEffects~ 5} Selection Pane "k Rotate ~

1 Styles &

3. Select an alignment option from the drop-down list.

e Align = #7][5 547 =
[&  Align Left

Align Center

o e

Align Right

=
=
>

Align Top -

=)

Align Middle Al

=
=
=

Align Bottom

M 5 |

Align to Slide

v Align Selected Objects
H [ ® Solid fil
To group shapes:

1. Select the shapes you want to group.
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2. From the Drawing Tools Format tab, from the Arrange group, select Group.

A Text Fill = 11 Bring Forward - [ Align -
\ A - ﬂ Text Outline~ "3 Send Backward ~| I8 Group ~
7| [ Text Effects~  5f; Selection Pane  “k Rotate -

WordArt Styles (]

3. Select Group from the drop-down list.

1 = |g Align~ EDE
—l .

d - Eﬂroup'

. J
e [ Goup |

= Si7

grouf
Group

ol

| Join ot

PowerPoint 2016 and 2019 allow you to create custom shapes by merging them.

1. To unite shapes, select the shapes you wish to join.

—

OO0

2. Select the Drawing Tools Format tab, and in the Insert Shapes group, click on
Merge Shapes and choose Union.

HS 0B -

File Home Insert Design

B~ OO0 | 7= Edit Shape - 23 ShapefFill =
AL L0 E B = [ Shape Qutline -
RN 15 *| O Shape Effects -

Shape Styles &

"-ej- Combine

fi'}‘,. Eragment
i Intersect

Subtract

3. The shapes have now been combined as one shape.
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4. To subtract one shape from another, select the shape

[}

[}

5. Select the Drawing Tools Format tab, and in the Insert Shapes group, click on
Merge Shapes and choose Subtract.

Design Transitions

B\ N\ OO O)|| fEdit shape~

ALLD S - ElTetbox |
AT % - |

Insert Sha (% Union

1 @) LCombine

0

6. One shape has now been subtracted from the other.
(<4

o

Cé) Fragment

I @ Intersect

o

Object Smart Guides
Smart Guides make it easier to line up items in your slideshows.

To use Smart Guides when working with multiple pictures, shapes, charts, and so on

1. Select the item you want to align.
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To add styles to a shape, after it is inserted, select it and then from the Drawing Tools
Format tab, in the Shape Styles group, use the options to add styles to your shape.

Izt Design Transitions Animations Slide Sho Fleview View ACROBAT
0O 0 | f5Edt Shape~ . .’.'wunr- A Toa -
AL Lo (|- El Tet Bax Abe . u - L Shape Qutline - A A @.}1 B Tent Out
G TV ) AT @) MergeShapes - = OB Shape Effects = | ) Tea Erfe
Insert Shapes Wordast Styles

Certain shape options in PowerPoint allow you to customise the shape you insert. for
example, the curved connector, curve, and elbow arrow connector.
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Displaying Gridlines for Shapes

When working with shapes, it may be useful to view gridlines while working in
PowerPoint, in order to align your shapes.

To display gridlines in PowerPoint:

—_

Select the View tab of the Ribbon.
2. From the Show group, select Gridlines.

File Home Insert Design Transitions Animations Shide Show Review View ACROBA

-' (A B (] Ruler E Q B Color

|ijwﬂ - &= Grayscale
Normal Outline Slide MNotes Reading Slide Handout Notes : Notes Zoom Fitto
View Sorter Page View | Master Master Master L] Guides Window m Blackand W

Presentation Views Master Views Ma Zoom Color/Grayscz

3. Gridlines now display on your slides_.
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Once you have inserted a shape, you can add text to it and format it into columns.

1.

2.

Select the shape and type the text, and then right-click it and select Format
Shape.
', Bring to Front J
""""""""""""""""""""""" DD Send to Back »
% Hyperlink...

b Save as Picture...
Set as Default Shape

Size and Position...

Farmat Shape... |

In the Format Shape pane on the right, select Text Options.

Format Shape e

O 8
Q) 2

4 FILL
) Nofill
(®) Solid fill
() Gradient fill
() Picture or testure fill
() Pattern fill
() Slide background fill

Transparency b

[ LINE

3. Select Textbox and then select Columns.

4.

Format Sha T
Shape Options.
A 4
4 Text Box
Vertical alignment | Middle T |
Text direction Horizontal ¥ |
* Do not Autofit
) Shrink text on overflow
_) Resize shape to fit text
Left margin or N
Right margin (o %]
Top margin | 0.05° .
Bottomn margin | 0.05" z

| Wrap text in shape

Columns...

In the Columns dialogue box, set a number of columns and click OK.
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New to PowerPoint 2019 is the ability to use digital ink. This will most often be used on
a touchscreen device. If you have a touchscreen device, the Draw tab of the Ribbon
will appear. If not, you can add it:

1. From the File menu tab, click Opftions.
2. On the left, click Customise Ribbon.

3. From the Main Tabs list, select the Draw check box.

Customize the Ribbon: (@
[ Main Tabs

Main Tabs

[ Merge

[ Grayscale

[ Black And White

[ Slide Master

[ Handout Master

[] Motes Master

[ Background Removal
[ Home (Master Views)
[ Home

Insert
Normal)

Pens
Stencils
Convert
(A New Tab (Custom)
A Nacian

4. Click New Tab, and then click OK.

Customize the Ribbon: ()
| Main Tabs N

Main Tabs

[ Merge

[ Grayscale

[ Black And White

[ Slide Master

[ Handout Master

[ Motes Master

[ Background Removal

[ Home (Master Views)

[ Home

[ Insert

- CE
Tools (Mormal)
Pens
Stencils
Convert

[ New Tab (Custom)

[ Design

[ Transiticns
[ Animations
[A Slide Show

£

[+]

-

( MNew Tab Mew Group | | Rename... |

Customizations: ':?I'
Import/Export ¥ |&

You can use the options available on this tab to create ink effects, erase them, and
SO on.
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Clip Artis a collection of media files (images, videos, audio, and animation files) that
Microsoft includes with the PowerPoint application. If your computer has an Internet
connection, then you can also search for images.

Clip Art is searchable and your search results can be filtered by one or more of the
following media types:

e lllustrations

e Photographs
e Videos

¢ Audio

By default, all media file types are included in the search.
To insert clip art:
1. Click in the slide where you want to insert a clip art file.

2. On the Insert tab, in the Images group, click Online Pictures. (In PowerPoint
2010, this option is called Clip Art.)

File Home @ Design Transitions
=] D

Mew Table  Pictureg
Slide = -

Slides Tables Images

3. In the Online Pictures dialogue box (Clip Art task pane in PowerPoint 2010),
enter your search terms and press Enter.




4. Your search results load in the task pane.
5. Locate the clip art you want to insert in your slide and double-click on it or click
the item and select Insert.

"o are resporsible for respacting cohers’ nghs. induding copyrigil. Lasrn mars here|

To replace an image with a different image:

1. Select the image.

2. Right-click and select Change Picture... from the context menu and select an
opfion from the drop-down list.

I R Eshapeoutline' ?gcRepIace
Cut
i % Cut . &F Shape Effects ~ [+ Select~
EB Lopy ] Editing
L &D Paste Options:
il
L}
[
@ ChangePicture P IEL Froma File..
E Group ’:‘@ From QOnline Sources...
r__] B tg From |cons...
g =
o to Back = Cl
% Hyperlink...
View Source...

Save as Picture...
ledl  Edit Alt Text...
E[l Size and Position...

%/ Format Picture...

3 New Comment

3. In the Insert Pictures dialogue box, navigate to the folder that contains the
picture, select it, and click Open.

To remove an image and replace it with clip art:
1. Select the image on your slide.

2. Press Delete. The image is removed from the slide.
3. Follow the instructions in the "Inserting Clip Art" section above.

The Eyedropper tool allows you to capture custom colour from inserted pictures, such
as logos. Previously, you would need to get the colour settings from an image editing
programme.
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To use the Eyedropper:

1. Select the text you wish to apply colour to.
2. Select the Home tab, and in the Font group, click Font Colour button and
choose the Eyedropper.

Calibri (Body) ~[36 ~ A" A 4

nrgs.ansf\_\",vmv

Font Theme Colors
H EEEEEEE

Standard Colors
[ ] | fEEEER
v More Colors...

3. Go to the picture on the slide you wish to sample colour from, hover over the
desired colour, then click when you see the colour preview appear.
4. The sampled colour is now applied to the text.

To apply a style or crop an image:

1. Right-click on the image to access the mini-toolbar. (In PowerPoint 2010, the
options in the mini-toolbar are different.)

o #
Style  Crop

2. Select an option to apply a style or crop the image.

Microsoft PowerPoint provides several tools for enhancing and formatting your
images. These tools are located in the Picture Tools Format tab. This tab is only
available when an image on your slide is selected.

W P L] Compre Ftwen L Picture Bosder - By Form B i
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You can add effects to enhance a PowerPoint image.

1. With the image selected, from the Picture Tools Format tab, in the Picture Styles
group, select Picture Effects.
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2. Select options from the drop-down list.
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You can capture ascreenshot of any application window that is not minimised to your
tfask bar and insert it in a slide.

To capture and insert a screenshot:

1. On the Insert tab, in the Images group, click Screenshot.

H -0 ®

File Home

= E S

New Table
Slide ~ v
Slides ' Tables Images

2. From the Available Windows gallery, select the screenshot to insert in your slide.

Insert

JDE@@

Table Pictures Online\Screenshoty Photo
Slide = - Pictures > Album ~
Slides | Tables

I Available Windows h

s Screen Clipping
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New in PowerPoint 2019 is the ability to insert Scalable Vector Graphics (SVGs), or
icons. To do so, from the Insert tab in the lllustrations group, select Icons.
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Design

O g @ B @@ = ||
D

ctures Online Screenshot Photo  Shapes| lcons SmartArt Chart
Pictures - Album = - Maodels -
Images Illustrations

The Insert Icon dialogue box opens. To insert an icon, click it and then click Insert.
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The icon is now inserted into your presentation. You can click and drag to move it or

rotate it.
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Yet another new feature of PowerPoint 2019 are 3D models. You can use these to
rotate and view all their angles. This option is available in the lllustrations group.

Design Transitions Animations Slide Show Review

ctures Online Screenshot Photo | Shapes |con artArt Chart
Pictures @ Alburn ~ @

Images

You can add animations to 3D models. After the image is inserted, select the
Animations tab and from the Animation group, select an animation style.

SECTION 7: WORKING WITH TABLES AND CHARTS

To insert a table in a slide:

1. On the Insert tab, in the Tables group, click Table.

Slide - Pictures v Albu
Slides | jnsert Table

I |
I |
I o
I |
I o
I |
I |
I |

A Insert Table...
Hﬁ Draw Table
EE" Excel Spreadshest

2. Move your mouse pointer over the rows and columns squares unfil the number
of rows and columns you need are highlighted, then click.

Design Trans]
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Slides

0
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After you insert a table into a slide, you may want to modify its appearance.
PowerPoint offers many options for formatting tables. The tools you will need can be
found on the Table Tools Design tab and the Table Tools Layout tab.

The tools available on the Table Tools Design tab affect the visual aesthetics of the
table.

#| Header Bioss First Codaenin A‘ - o= W
Totsl Row Lust Column i - LT -
. Quick . Deow  Eraser
| Banded Rowes || Bandied Columing * | G Effects - Sdes- = [(LPenColors
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Table design tools are categorized in the following groups:

Table Style Options - These settings determine if special formatting is applied to
specific regions of a table. See Table Styles.

Table Styles - Built-in table styles that can be used as is or as an initial style that
you can modify using tools such as Border, Shading, and Effects.

WordArt Styles - A variety of effects that you can apply to the text in your
presentation.

Draw Borders - Tools for formatting the borders of your table.

The options in the Table Tools Layout tab affect the structure of the table.

Table layout tools are categorised in the following groups:

Table - These tools help you work with the table structure. You can select
specific areas of the table and turn gridlines on and off.

Rows & Columns - Delete and insert rows and columns.

Merge - Merge and split table cells.

Cell Size - Manage the height and width of table cells.

Alignment - Position text within table cells, change the text direction, and set
cell margins.

Table Size - Manage the height and width of tables.

Arrange - Manage the position and orientation of objects on a slide.

Using the tools on the Table Tools Design and Table Tools Layout tabs, you can
produce tables that suit your presentation needs functionally and aesthetically.
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To copy a table from another Microsoft Office application into PowerPoint:

1. Open the file you want to copy a table from in its native application (e.g.
Microsoft Word or Microsoft Excel).
Highlight the data to copy and press Ctrl+C.

3. Inyour PowerPoint presentation, select the slide to copy the datainto and press

Cirl+V.
MName Gift Amount
Amy Doll 10
Lucy Teddy Bear
Jack Fire Truck a1
Copy from Excel and
paste into
PowerPoint
Name Gift Amount
Arriy Dell 10
Lucy Teddy Bear B

lack Fire Truck a

4. Format the table according to your needs using the Table Tools options.

To insert a chart in a slide:

1. On the Insert tab, in the lllustrations group, click Chart.

Design Transitions Animations Slide

Q.F@m.r&ﬁll

Table Pictures Online Screenshot Photo  Shapes SmartAr§ Chart
Sllde r - Pictures x Album - -

Slides | Tables Images llustrations

2. Inthe Insert Chart diclogue box, select the type of chart to insert from the chart
gallery. (You can click a category in the left pane to quickly move to that part
of the gallery.)
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3. Click OK.
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After you insert a chart, a Microsoft Excel file opens with categories and series which
correspond to the chart that is in your slide. These values can be edited according to
your needs. Once you finish adding and editing the values for the chart, you can close
the Excel file.

Chart Title +

mEH S -0 Chart in Micresoft PowerPoint x
A | B = 8] E F G H I =
1 l Series 1  [Serles2  Serles3
2 |Category 1 a3 24 3
3 |Category 2 25 44 3
4 |Category 3 3.5 1.8 3
5 Categoryd 4.5 2.8 5
]
7
(& |

After you insert a chart intfo your slide, you may want to alter its appearance.

When a chart is selected in your slide, numerous tools become available. These tools
can be found on the Chart Tools Design and Chart Tools Format tabs.

The tools available on the Chart Tools Design tab affect the way chart data is
presented.
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Chart design tools are categorized in the following groups (these are in a different
order in PowerPoint 2010):

o Chart Layouts - Provides a gallery of chart layouts which can be applied to your
chart.

o Chart Styles - Provides a gallery of chart styles which can be applied to your
chart.

o Data - Work with the data a chart is based on.

o Type - Change to a different chart style or save a chart as a template.

The tools available on the Chart Tools Format tab affect the visual aesthetics of the
chart.
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Chart formatting tools are categorized in the following groups:

Current Selection - Select specific areas of the chart for formatting.

Insert Shapes - Add shapes to your chart.

Shape Styles - Depending on the chart component currently selected,
provides a gallery of shape styles which can be applied to the component.
Other tools in the group allow you to format individual properties of the chart.
WordArt Styles - Provides a gallery of text formats which can be applied to
selected text on your chart or to all text in a particular component.

Arrange - Manage the position and orientation of objects in a chart.

Size - Manage the height and width of the chart.

In PowerPoint 2010, there is a third CHART TOOLS tab that appears: the CHART TOOLS
LAYOUT tab.

Use these options fo modify chart elements, styles, and filters.

Using the commands and tools from the Chart Tools Design and Chart Tools
Format tabs, as well as the pop-up chart options, you can produce a chart that suits
your presentatfion needs functionally and aesthetically.

Once inserted, you can easily change the type of your chart.

1.

With the chart selected, select the Chart Tools Design tab.

m Format

2. From the Type group, select Change Chart Type.

Format

bl | L R |
it bl _ Switch Row/ Select Edit Refresh| Change

Column Data Data~ Data | Chart Type
Data Type
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3. Inthe Change Chart Type dialogue box, select an option under All Charts, and
then further customise the chart with the options on top.
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Checking Spelling

As in other Microsoft Office applications, PowerPoint includes a spelling checker. To
check spelling in your presentation:

1. On the Review tab, in the Proofing group, click Spelling.

File Home Insert Design Transitions Animations Slide Show Review
ABC == s = . e
=E & O =% ﬁ# 3 8o
@ da v v
Spelling [Thesaurus Check Smart  Translate Language New  Delete Previous Next
Accessibility  Lookup < Comment

Proofing Accessibility  Insights Language Comments
1

2. If you have spelling or grammatical errors, you are prompted to correct them.
Follow the prompts to make corrections.

3. PowerPoint notifies you when all spelling and grammar issues are addressed.

4. Click OK to close the message box.

The spell check tool in PowerPoint functions the same as the tool in Microsoft Word.

Accessing Different Views of a Presentation
PowerPoint provides four views for working with presentations. You can change

between these views using the commands on the View tab in the Presentation
Views group:
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Mormal Outline Slide Motes Reading | Slide Handout Notes Fit to
Wiew Sorber Page View [ Master Master Master Guides Wmdcwr mm Elack and White
Presentation Views Master Views Show w Zoom Colory/Grayscale

My First Presentation

Click to add subtitle

b
[ ]
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Outline View - Displays only the text of your slides; use it fo create an outline of
your presentation (not an option in this group in PowerPoint 2010).

My First Presentation

Click to add subtitle

ik 12 3 ot

AT fams omses JHI D W T -

Slide Sorter - A view of all slides in the presentation.

My Firs: Presentation | : a—i
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4. Notes Page - A view of the selected slide and its associated speaker notes.

My First Presentation

5. Reading View - A full-screen preview of your presentation contained within the
main application window.

My First Presentation

In past iterations of PowerPoint, Presenter View was often difficult to work with.
Beginning with PowerPoint 2013, Microsoft made Presenter View ecasier to use to
present your slideshows.

When you launch Presenter View with multiple monitors set up, it automatically
displays your notes on one monitor while your audience sees only your slides. You can
also configure Presenter View for use on a single monitor.

To use Presenter View:

1. Click the Slide Show button in the status bar.

~ Slide Show button

= NOTES W COMMENTS E == B JF -——F——+ 1m0% [
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2. Scroll to the lower-left area of the presentation and select the icon of three

dots in a circle.

3. From the menu that appears, select Show Presenter View.

| e ————, |

screen 4

Arrow Options 4

Help

End Show

4. Your presentation is now displayed in Presenter View.

5. Use the controls to use a laser pointer or pen, view all slides at once, zoom in to
a slide and hide/unhide the current slide in the presentation.

Use View
Jpenllaser all
pointer slides

Blackiunblack
Zoom a slide

6. The next slide and notes for the current slide appear on the right.
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7. To change which view will face the audience, click Display Settings in the
upper left, and then select Swap Presenter View and Slide Show.

etz SHOW TASKBAR Cfa END SLIDESHOW

8. To exit Presenter View, press ESC.

New to PowerPoint 2019 is the ability fo advance slides in a slideshow Surface pen or
any pen with Bluetooth enabled.

You may want to change your presentation view from colour to grayscale. It is useful
to view your presentation in grayscale if you are going to print black and white
printouts or if your audience might do so.

To view your presentation in grayscale:
1. Select the View tab of the Ribbon.

2. In the Colour/Grayscale group, select Grayscale, or select Black and White fo
view your presentation in black and white.

Animations  SideShow  Review |[IENJ| AcrOBAT D Tell mewhat you want to do..

Ruler ] Q = = Arange Al -
Gridlines = = & Grayscale — '__— Cascade : -
MNotes Motes JZoom Fitto MNew Swmtch Macros
Mactar Guides Window | mm Black and White | windaw i Move Split Windaws =
WS Shiow fa foom G Window Macros

3. To change the view back to Colour, select Back To Colour View from
the Grayscale or Black and White tab.
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Automatic Grayscale Light  Inverse Graywith Blackwith Blackwith Black White Don't Back To
Grayscale Grayscale White Fill Grayscale Fill White Fill Show | Color View
Chamge Selected Object Close

On the View tab, you can set page setup options for your presentation. From
the Zoom group, select Zoom and then in the Zoom dialogue box, select a Zoom

to option and click OK.

Percent: m

Organising a presentation in sections helps you keep track of distinct parts of the
presentation and different speakers. Rather than use several separate presentations,
consider dividing a long presentation into multiple defined segments.

Adding sections to a presentation:

1. Ensure that the presentation is in Normal view.

H ©- C B3~ ~ Wy First Presentation

Harre | st L:-n.lr:p'. Tranditng FAunrmation S Show

= (23] [T - [ ] Ruster T oo
EfcSiEINEENSNEERE Ql

- i i Grdhnes B Grayicale
[utline Shide Motes Reading Slide Handout Notes _ Loom Fdle
View Sorter Page View | Master Master Master Guides Window  mm Elack and White

Prefertation Views hAaster Views Show = Zaom CalarGrayicale

2. In the Slides tab, right-click on the first slide you want in the section and
select Add Section from the context menu.
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My First Presentation

2 | &D Paste Options:

I b 2
=

2 5 W

MNew Slide

Add Section
3

This is the 3 slide

3. By default, Microsoft PowerPoint names the section "Untitled Section". Rename

the section using the instructions which follow, # Untitied Section

To rename a section:

1. Right-click on the section name and select Rename Section from the context
menu.

=] Rename Section
% Remove Section
|II I| D,j( Remove Section & Slides
e F)é Remove All Sections
4 Move Section Up
Move Section Down

=
83 Collapse Al
iy

Expand All
|

2. Enter a new name in the Section name field.

Section name:

3. Click Rename.

Adding fransitions to slides can provide additional visual interest and variation in your
presentation. To add fransitions to a slide:

1. On the Transitions tab, in the Transition to This Slide group, click the down arrow
to reveal the fransitions gallery.
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There are three categories of fransitions:

1 FRANSMONS
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o Exciting
o Dynamic Content

2. Select the transition to add to your slide. The transition is applied to the slide
that is highlighted in the Slides tab.

3. After you apply a fransition to a slide, an icon below the slide number indicates
the presence of the fransition.

4 Default Section
1 lcon
@ ‘*_ indicati n

Py Zirst Prass
transiti nn

4. On the Transitions tab, click Preview to preview the transition.

File Home Insert Design Transitions Animations Sl
Mone Cut Push Wipe
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To set the timing for transitions added to your presentation, from the Transitions tab,
from the Timing group, set the transition's duration using the Duration box.

"@, Sound:  [Mo Sound] - | Advance Slide
|i3' Duration: I'IJE.'DG : I On Mouse Click
=2 Apply To All U] After | 00:00.00 >

Timing

You can add different transitions to your slides. Select each slide and add a fransition
to each one.

You can also change the options for the transitions that you add to slides.

1. With the slide containing the transition selected, select the Transitions slide.
2. In the Transition to This Slide group, select Effect Options.

Transitions Animations Sliche Show R Wiew ACROBA d 1
. : ) = i Ii] LI
- e (4 £ = W © [« =& . g
Push Wipe Split Reveal Random Bars Shape Uncover Cover o] Effect c
Options =

Tranzition to This Side

3. This drop-down contains different effects pertaining to the selected transition.
Select an option to modify the transition.

\EI =, Sound: |[No Sound
@ Duration: 0100
Effect

Options= 3 Apply To All

IE' From Bottom-Right
\Z\ From Top-Left
gl From Bottom-Left

Adding speaker notes to a presentation helps with organization and provides a tie
between speaker information and specific slides.

To add speaker notes:

1. Ensure that the presentation is in Normal view. In PowerPoint 2013, if necessary,
click COMMENTS in the status bar at the bottom to bring up the Notes pane.
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2. Enfer text in the Notes pane.

After creating your speaker notes, you can print them. To print speaker notes:

1. From the File menu tab, select Print.
2. Under Seftings, select the second drop-down arrow.

Settings
Print All Slides -

Print entire presentation

Slides: |

| I:I Full Page Slides .

Print 1 slide per page

— Collated
= -
‘ == 123 123 123

. Color -

Edit Header & Footer

3. Under Print Layout, select Notes Pages.

Print Layout

L

Full Page Slides Notes Pages

Handouts
1 Slide 2 Slides

w o
§oo] v E
ooo| = =
ooo| & =
m E]
i m

([ oo
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal
o] oo [aam]
&
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Frame Slides
v  Scale to Fit Paper

High Quality

4. Click Print.
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After you build and polish your presentation, you'll want to practice it and, finally,
present it. To run a slide show:

1. Click the Slide Show icon located at the bottom right side of the PowerPoint
window.

SlideShop. uﬁ

Slide Show
[ —————— e — (starts from current slide) \
= By Wiomme P E W[T)——t—+m

=N EE @@——I—+9&%Eﬁ‘

2. Once the slide show starts, you can press the space bar to advance through
the slides.
3. To exit the slide show presentation, press Esc.

Tip: Your slide show will start with the slide that is currently selected in the Slides tab. To
start from the beginning of your presentation, go to the first slide, or click the Start from
Beginning button at the top.

You can set the resolution of your presentation to optimally display when presenting.
To configure slideshow resolution:

1. Select the Slide Show ftab, and from the Set Up group, select Set Up Slide Show.

Home Insert Design Transitions Animations Slide Show Review

@' E E@ EET BZF A F@ :B /] Play Narrations

i ) ) [w] Use Timings
From From Present Custom Slide SetUp |Hide Rehearse Record Slide

Beginning Current Slide  Online~  Show= | Slide Show | Slide Tirning /| Show Media Controls
Set Up

Start Slide Show

2. Under Multiple monitors, select Primary Monitor from the Slide show
monitor drop-down list.
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Multiple monitors

Slide show monitor:

Automatic -
Autematic
Primary Monitor

Use Presenter View

[ ok || cancel |

3. From the Resolution drop-down list, select a resolution or select Use Current
Resolution, and then click OK.

Resolution:

Use Current Resolution -
640 » 480 (Fastest, Lowest Fidelity)

848 = 480

800 = 600

——1024 = 768

1280 = 720

1280 = 768

1360 = 768

1366 = 768 (Slowest, Highest Fidelity) [

L

Use Current Resolution

Microsoft PowerPoint provides many options for printing your presentation and slides.
To access the print functions:

1. On the File tab, click Print.

Print

Copiess |1 -

id

Printer
{ Send To OneNote 16
) Ready
Printer Properties

[E Print All Shides

Print entire presentation
Slides:

[—- Full Page Slides
< Print 1 shde per page

Collated
\EL=! 123 123 123

. Color -

Edit Header & Footer

2. In the Print pane, select a printer and specify what to print and how to print it.
The right pane shows a preview of your print job.
3. Select the number of Copies to print.

62



=] o 7]
Print
Printer
HP Deskjet 1050 J410 series
Offline: 1 document waiting

Printer Properties
4. To change page setup options, under Print, click Printer Properties and modify
the options in the dialogue box.

Print

Copies: |1 -

i

3

int

Printer

 HP Deskjet 1050 10 series  _
ﬁ Offline

Printer Properties

Settings
5. Click Print.
Note: You can access more print options by clicking the Printer Properties link.
You can print only certain slides in your presentation. To print a selection:

1. First, on the Slides tab, select those slides you want to print. Press and hold Ctrl
to select multiple slides.

1
2

Margaux Judge has wn
3

2. From the File menu tab, select Print.
3. Select the first drop-down under Settings.
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Settings

Print All Slides -

Print entire presentation

Slides: | @
I:I Full Page Slides .
Print1 slide per page
Collated
123 123 123

. Color -

Edit Header & Footer

-
]
4

4. From the opfions, seIegLPrinBSglecﬁon.

[T

Print All Slides

Print entire presentation

Slides

£

Print All Slides
Print entire presentation

Print Selection
Only print the selected slides

Print Current Slide
Only print the current slide

k| S

Custom Range
Enter specific slides to print

%

en Slides

To print your presentation in grayscale. in the Print section, under Settings, select
the Colour drop-down and select Grayscale.

Settings
Print All Slides -

Print entire presentation

Slides: |
l:l Full Page Slides

Print1 slide per page

Collated
123 123 123

Calar -

. CDIDr

P i
" Grayscale

|
: Pure Black and White

You can add a legend to a PowerPoint chart.

1. With the chart selected, click the plus sign (+) icon, the Chart Elements option,
to the right of the chart.
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2. Check the Legend check box to display the chart's legend.

o+ CHART ELEMENTS
Aues

[ Axis Titles
Chart Title

|:| Data Labels

|:| Data Table

D Error Bars

Gridlines

Legend
|| Trendline

You can add rows or columns to a PowerPoint chart:
1. Go to Chart Tools > Design > Edit Data > Edit Data. This will open Excel.

2. Right-click in the table within Excel and click Insert. You will then have the
opfion to insert a row or column.

To copy a chart from Microsoft Word or Microsoft Excel:
1. Open the Word or Excel file that contains the chart you want to copy.

2. Highlight the chart and press [@iiE&® to copy it.In your PowerPoint presentation,
select the slide to copy the chart into and press m
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Chart Title

Copy from Excel
and paste into
PowerPoint

Chart Title
200000% u!

e — Lucy Craig Jack Dean
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3. Format the chart according to your needs using the Chart Tools options.

Chart Tools g Y

Design Farmat
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