PowerPoint

Introduction
Designing a Presentation
Formatting a Presentation
Inserting Files
Customizing Your Presentation
Introduction

To open PowerPoint, click on the Start button on your taskbar.  Go to Programs, then click on Microsoft PowerPoint. 

A dialog box will appear (see below) and give you four options for opening an existing presentation or creating a new presentation.  If you were recently working on a presentation, that file name will appear near the bottom of this box.  


Choosing AutoContent Wizard allows you to make a presentation with the help of the computer assisted designer (this option is discussed in more detail in the next step).  Choosing the Design Template option let’s you work with already formatted presentation designs.  A Blank Presentation allows you to build your own presentation from start to finish.  Opening an existing presentation allows you to open a PowerPoint file you have already worked on and saved.

AutoContent Wizard

The AutoContent Wizard is a simple way to create a presentation quickly.  To start using this feature, select it from the opening dialog box and click OK.  Another AutoContent Wizard dialog box will appear (see below)
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If you would like to get tips as you create your presentation, click on the ? at the bottom left of the box and the Office Assistant will appear.

Click NEXT on the AutoContent Wizard dialog box – then another box will appear that asks you what type of presentation you want to create.   
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Each Category includes several presentation types to choose from.  Click NEXT after you make your choice.

The AutoContent Wizard will then ask you for the title of your presentation, and for any other information you’d like included on each slide in the presentation.  Follow the directions and click FINISH at any time.  The Wizard will start the presentation with the information you have provided.

back to the top of the page
Designing a Presentation

Creating a customized presentation allows you to choose each element of the presentation design.  You can also choose your design template that gives your presentation a certain look and feel.

When you launch PowerPoint, choose Blank Presentation from the 3 choices.  The New Slide dialog box will appear (see below).
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Each of these presentations includes different options considering if you want to include pictures, tables, charts, or text.  Make your choice for that particular slide and click OK.  

A blank slide will appear on the screen.  Choose Format from the menu bar and click Apply Design Template. The dialog box below appears.  You can single click on any of the options and see the design template to the right.  

Click on the design template option called Capsules, then click Apply.  
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The design is then applied to the Title slide as shown below.
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Entering Text

Single click in the area labeled Click to add title and type in your company name, presentation title, etc.  Then click in the box title Click to add subtitle and add your subtitle.  If you click in a blank area outside of each box, you’ll see that the text has been automatically formatted to fit the design template you have chosen.
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Click the SAVE button fairly often to save your work thus far.

Once you’ve finished your title slide, to add a second slide to your presentation go to the Insert button on the menu bar and choose New Slide from the drop down menu.  A new slide dialog box will open.  Choose which type of slide you want to appear (bulleted list, 2-columns, etc) and click OK.  You’ll see at the bottom left of your monitor that the status bar shows this is Slide 2 of 2.

As you did with the title slide, click on the title ‘box’ to activate it and type in the heading for this slide.  Then enter your following lines of text – you’ll notice that a new bulleted is created each time you press ENTER.
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Your slide should resemble the screen above.  The text is automatically justified and bulleted.  

To create new slides with the same AutoLayout as the current slide, hold down [Shift] while clicking on the New Slide button 
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 (New Slide button)

Adding Speaker’s Notes

If you are giving a presentation, you may like to have notes to refer to with each slide.  You can include these in PowerPoint – notes that can be used for rehearsing or reference during a presentation, but that do not show up as part of the presentation.   

The Presentation you’re working on should be in Normal view on Slide 2.  Click anywhere in the slide title to make Slide 2 the active slide.

Click in the bottom box (the notes pane) which includes the instruction Click to add notes.  Clicking here will replace the text with a blinking cursor.

Type in whatever notes you’d like to accompany this slide.  

Select View, then Notes page from the drop down menu.  This will show you your active slide on a page with the text box below where you can add/edit your speaker notes. (see below)
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Printing Slides

View your presentation in Normal view (View, Normal from the menu bar) and select Slide 1.  Click File, then choose Print.  

To print the slides only, select Slides from the drop down menu that reads Print what:  To print the notes pages, select Notes Pages from this drop-down menu.  In the Print range section of this box, if you want to print all pages of the slides/notes/etc, click the All button.  If you only want to print pages 4 and 5 of your presentation, click the Slides button and then type 4-5 in the box next to it.

back to the top of the page

Formatting a Presentation

Formatting text

Any of the text you have already added has appeared with formatted (predetermined) font, colors, and sizes.  But, Powerpoint allows you to format your text however you would like as well.  

If you have used Microsoft Word, you are probably familiar with most of the text format buttons that you will use in PowerPoint.  
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The formatting toolbar that should appear at the top of your screen allows you to make most of the font changes you’ll need.  View the slide you’re editing in Normal view.  Then select (by clicking and dragging) the text you’d like to edit.  

To change the font type, choose a new font in the box on the far left (it is set to Arial at present).  To change the font size, choose a new size in the drop down box next to this (it is set to 36 in the example).

To change the font color, you will need to choose Format from the menu toolbar, then Font, then choose your new color from the color palette on the right side.

To add effects to the font, select the font and choose from the Bold, Italic, Underline, Shadow icons from the formatting toolbar.

Save your presentation.  

Text boxes

Add a new slide to your presentation – use the blank format.  Click on the Text Box button on the Drawing toolbar.  Your cursor will switch to an upside down cross
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  (text box button)

Move the cursor into the slide screen  - where the pointer is positioned in the slide is where your text box will be created.  Click once in the title section of the slide and the text label box will appear, as below.
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Type in your text/title.  The text box will expand as you type in your text.  After you’ve typed in your title, click the Text Box button again.  Then place the pointer at the left upper corner of the blank slide.  Click and drag the mouse to the bottom right of the screen – you will see the borders that your text box will use.  When you release the mouse, the text box will show the width of the box, but will only show one line of the height.  As you add text, the text box will expand in height.
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Enter a few lines of text – press enter when you are finished with each line.  If a line is too long, the text will wrap onto the next line.  

Next, add another text box to the bottom right of the slide.  Type in a short line of text.
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You can easily move text boxes around in the slide to align them differently than they currently are.  

First, click on the text at the bottom right of the screen to activate that text box. Let’s say we’d like to make this a centered heading that precedes the two main lines of text.  First activate the main text box of the slide.  Then click on the top border of the text box and press the down arrow key a few times – this will move the entire text box down on the slide.  Then place your cursor over the text box at the bottom right of the screen until it changes to a (( (with arrows on each of the 4 ends). Then click and drag the bottom right text box to the place you’d like it to appear.  

Next, to center the text in the main portion of the slide, click the text box to activate it.  Select all of the text and press the Center text icon.  To change the spacing between these lines, keep the text selected, then click on the arrow at the end of the formatting toolbar to get more buttons.  Click on Add or Remove Buttons and then click on Increase Paragraph Spacing to add this button. Clicking on this button (with the text still selected) will increase the space between the lines each time you click it.  Clicking it 4 times should make your slide appear similar to the one below.

Save your presentation.
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Inserting and Formatting Objects

To insert any type of error in your presentation, you’ll use the AutoShapes button on the Drawing toolbar.  Let’s insert an arrow from the first line under the title bar leading you to the next line of text.  Choose the Block Arrows option, then choose Curved Right Arrow.   The cursor will turn into a crosshairs pointer.  Place these at the beginning of the arrow you’d like to appear. Then click and drag the pointer to where you’d like the arrow to end.  Your screen should appear similar to the slide below.
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How to add and move text boxes
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By selecting the arrow and clicking on the Fill color [image: image17.png]===

How to add and move text boxes
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button you can change the color of the arrow, select fill effects like gradients, and add shading to the arrow.

There are many other shapes you can add to your presentation other than arrows.  These include callouts, stars and banners, lines, basic shapes, and flowcharts.  Experiment with some of these in your presentations to help enhance your slides.



back to the top of the page
Inserting Files

Inserting Clip Art 

Go to Slide 2 of your presentation.  Click Insert, then Picture, then click Clip Art.  A dialog box will open that includes categories of pictures that you can search through.  You can also look for a specific type of picture/ClipArt.  Click on the Entertainment category and then find the Blue Ribbon ClipArt.  Click on this picture and a menu will appear to its right.  Choose the first option, which is Insert File.  The ribbon will then be inserted on to Slide 2.  

You can resize and move the picture in the same way that you edited text boxes.  Click on the picture and sizing handles will appear.  These can be used to make the image smaller or larger.  To move the picture, click on the picture until you see the crosshairs and you can click and drag the picture to anywhere on the slide. 
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Inserting a Picture

Click Insert, then Picture, then From File.    A dialog box will appear that allows you to browse through the directories/drives/folders on your computer and choose any pictures that you may have saved there.  Once you find the one that you wish to use, Click the file, and click the Insert button.  In the same way ClipArt was inserted, you may then crop/resize/move this picture in your presentation.


back to the top of the page  
Customizing Your Presentation

Transition Effects

Click on the Slide Sorter View button [image: image19.png]How to Create a Presentation
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 at the bottom of the screen.  This will show you smaller versions of your presentation slides all at once.  Click on Slide 1 (you’ll see a blue border around it once it’s selected).   

Choose Slide Show from the menu toolbar, and then select Slide Transition from the drop-down menu.  A dialog box will open such as the one below.  From this drop down menu, you can select effects for how you’d like each slide to transition into the next.  As you click on each option, the effect will be shown in the picture at the top of the box.  Scroll down until you see Cover Right-Up in the menu and choose it.   There are also three speeds to choose from for your transitions – slow, medium, or fast.  Depending on the type of presentation you are giving, you can vary these speeds.  You can also assign a sound to a slide transition by pulling in sound files you may have saved to your computer, or by choosing a preset sound from the list.    If you’d like this transition to a new slide to happen when you click the mouse, choose On mouse click at the bottom of this box.  If you’d like to time your transitions, click on the Automatically after box and enter in a time value (:05 = 5 seconds).  
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If you choose Apply to All button at the right of this box, this transition will be applied to all of the slides in your presentation. If you only click Apply, the transition will only be applied to the slide you had selected (in this case, Slide 1).

Save your presentation.

Inserting Headers and Footers

Click View from the menu toolbar, then choose Header and Footer.    The following dialog box will appear.   
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Let’s say we’d like a copyright line to appear as the footer on each slide.  First, click the date and time box so that this box is not checked (otherwise the date and time will also appear.  Click inside the text entry box below the Footer check box to enter your text.   Type in “Copyright 2002 State University USA”  Then click the Apply to All button.  The dialog box will close and your footer will appear on each slide.  

Save your presentation.

Once you have mastered these elements of a basic PowerPoint presentation, there are many  other things you can do to your presentation to make it even more effective.  You can change color schemes, create tables and charts, insert animations, and insert hyperlinks to take people to the WWW during your presentation.  

We hope this introduction will help you get started!
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