
Lesson 1: What Is PowerPoint?
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File Listing

	Task
	Exercise
	Recommended Method
	Student Data File
	Solution File

	Start PowerPoint
	1-1
	Click the Start button on Windows taskbar and point to Programs. On the Programs submenu, click Microsoft PowerPoint.
	None


	None



	Work with Task Pane
	1-2
	Choose View, Task Pane Click the Other Task Panes arrow to view the available task pane options. Select the Slide Layout task pane. Click the Back and Forward buttons to view other recently used task panes. Click the task pane’s Close button.
	None


	None

	Open an Existing Presentation
	1-3
	Click the More option on the Getting Started task pane in the Open section. Click the down arrow next to the Look in box and choose the appropriate drive and folder. Select an existing presentation and click Open, or double-click the presentation to open it.
	Three Yr1.ppt

	None

	Identify Parts of the PowerPoint Window
	1-4
	Point the mouse pointer to various buttons in the window to identify them by name.
	None 
	None

	Work with Menus and Toolbars
	1-5
	PowerPoint commands can be accessed from a menu, by using toolbar buttons, or from task pane items. Point the mouse to various menu elements and toolbar objects in the PowerPoint window.
	None 
	None

	Work with Docked and Floating Toolbars
	1-6
	Point the mouse to a toolbar’s move handle and drag the four-headed arrow pointer away from the PowerPoint window’s edge to float it. To dock a toolbar, drag it to one of the edges of the PowerPoint window or double-click the title bar.
	None 
	None

	Move from Slide to Slide
	1-7
	Drag the scroll box using the mouse. Or, Click the Previous slide or Next slide buttons below the vertical scrollbar. Or, Press [Page Up] and [Page Down].
	None 
	None

	Edit Text on a Slide
	1-8
	Click inside a text placeholder on a slide. Select the text to be edited and key in the new text. Click outside the text placeholder to view the edited text.
	None 
	None

	Promote and Demote Bulleted Text
	1-9
	Click on a bulleted text line. Click Decrease Indent or Increase Indent buttons on the Formatting toolbar. Alternatively, place the insertion point before the text and press [Tab] to demote or [Shift]+[Tab] to promote.
	None 
	None

	Use the Outline and Slides Pane
	1-10
	Click the Outline tab on the Outline and Slide pane. Click and drag the pane border to expand and display the outline text in the pane, if required. 
	None 
	None

	Use Slide Sorter View
	1-11
	Click the Slide Sorter button on the lower-left of the PowerPoint window to view the slide thumbnails. Choose the Zoom size by clicking the Zoom box on the Standard toolbar to increase or decrease the number of thumbnails viewed. Double-click on a slide thumbnail to return to Normal view.
	None
	None

	Create a Folder for Saving Your Files
	1-12
	Click File, Save As. Select the location where the new folder is to be created using the Save in list box. Click the Create New Folder button to open the New Folder dialog box. Key in the folder name and click OK.
	None 


	None

	Name and Save a Presentation
	1-13
	Click File, Save As. Choose the folder where the presentation is to be saved. Key filename in the File name text box and click Save.
	None 
	Sol 1-13.ppt

	Run a Slide Show
	1-14
	Click or navigate to the first slide. Click the Slide Show button on the lower-left of the PowerPoint window to view the slide show. Click once using the left-mouse button to advance the slides. Users can also press [N] or [Page Down] to move forward and [P] or [Page Up] to move backward in a show. Press [Esc] or [-] to end the show.
	None


	None

	Start a Slide Show from Any Slide
	1-15
	Click or navigate to any slide in the Normal view. Click the Slide Show button to run the show from the current slide.
	None
	None

	Preview a Presentation
	1-16
	Choose Print from the File menu, choose All in the Print range option box of the Print dialog box, and click Preview. Users can select various options and view the results before printing using the Print Preview toolbar. Click Close to return to the presentation.
	None


	None

	Print a Slide
	1-17
	To print slides, users can click the Print button from the Print Preview window, which is displayed by choosing File, Print Preview or from the Print dialog box by choosing File, Print. They can also print slides by pressing [Ctrl]+[P] or by clicking the Print button on the Standard toolbar.
	None
	None

	Print a Presentation Handout
	1-18
	Click File, Print Preview to display the Print Preview window. Choose Handouts from the Print what list box and select the appropriate Handouts option. Click the Option button and choose the desired print settings. Click the Print button to open the Print dialog box. Click OK.
	None
	None

	Choose Print Options
	1-19
	Click File, Print to display the Print dialog box. Choose the printer name from the Name box. Select the Print range. Select the Number of copies in the Copies option. Select the print option from the Print what option. Choose the color feature from the Color/grayscale option. 
	None
	None

	Close a Presentation and Exit PowerPoint
	1-20
	Choose File, Close or press [Ctrl]+[W] or click the Close Window button on the top-right of the PowerPoint window to close the open presentation. Choose File, Exit or press [Alt]+[F4] or click the Close button on the title bar to exit PowerPoint.
	None 
	None 

	Start PowerPoint, open a file, identify parts of the PowerPoint window, key and edit text, and save, print, and close the file.
	1-21
	
	None
	Sol 1-21.ppt

	Edit text on a slide, save a presentation, run a slide show, then preview and print it.
	1-22
	
	GoodFood.ppt
	Sol 1-22.ppt

	Work with views and tabs; edit text; run a slide show; and save, preview, and print a presentation.
	1-23
	
	DressCd1.ppt
	Sol 1-23.ppt

	Key text on a slide, save it, and print.
	1-24
	
	SpEvent1.ppt
	Sol 1-24.ppt

	Edit text, change presentation views, and save, print, and close a presentation.
	1-25
	
	Party1.ppt
	Sol 1-25.ppt

	Edit text in Normal view and Slide view, run a slide show, and save, print, and close a presentation.
	1-26
	
	JulyFun1.ppt
	Sol 1-26.ppt

	Edit text, change presentation views, and save, print, and close a presentation.
	1-27
	
	DressCd2.ppt
	Sol 1-27.ppt

	Edit text, print a slide and handouts, and close a presentation.
	1-28
	
	RacePrep.ppt
	Sol 1-28.ppt

	
	1-29
	
	SpEvent1.ppt
	Sol 1-29.ppt

	
	1-30
	
	GoodFood.ppt
	Sol 1-30.ppt

	
	1-31
	
	DressCd1.ppt
	Sol 1-31.ppt


The outline for this lesson will be presented in the following two sections:



Lecture Outline

· Highlights from the text

· Short discussions on difficult items

Lecture Notes

· Notes

· Teaching tips

· Text figures

· PowerPoint slides

Lesson Outline

Section 1.1

Starting PowerPoint

This section focuses on:

· Starting PowerPoint

· Working with Task Pane

· Opening an Existing Presentation

Section 1.2

Exploring PowerPoint

This section focuses on:

· Identifying Parts of the PowerPoint Window

· Working with Menus and Toolbars

· Working with Docked and Floating Toolbars

· Moving from Slide to Slide

Section 1.3

Using Text Placeholders

This section focuses on:

· Editing Text on a Slide

· Promoting and Demoting Bulleted Text

Section 1.4

Using Tabs and Views

This section focuses on:

· Using the Outline and Slides Pane

· Using Slide Sorter View

Section 1.5

Naming and Saving a Presentation

This section focuses on:

· Creating a Folder for Saving Files

· Naming and Saving a Presentation

Section 1.6

Running a Slide Show

This section focuses on:

· Running a Slide Show

· Starting a Slide Show from Any Slide

Section 1.7

Printing Slides and Handouts

This section focuses on:

· Previewing a Presentation

· Printing a Slide

· Printing a Presentation Handout
· Choosing Print Options
Section 1.8

Closing a Presentation and Exiting PowerPoint

This section focuses on:

· Closing a Presentation and Exiting PowerPoint
	Lecture Outline
	Lecture Notes

	Section 1.1

Starting PowerPoint
Microsoft PowerPoint is a powerful but easy-to-use presentation graphics program that users can use to create professional-quality presentations. Creating a presentation in Microsoft PowerPoint involves starting with a basic design, adding new slides and content, choosing layouts, modifying slide design and creating effects such as animated slide transitions.
Users can start PowerPoint by:
· Clicking the Start button on the Windows taskbar, and selecting Microsoft Office PowerPoint 2003.

· Clicking the Start button on the Windows taskbar, and selecting the All programs menu, selecting Microsoft Office, and then selecting Microsoft Office PowerPoint 2003.
· Double-clicking the PowerPoint shortcut icon, if one appears on Windows desktop.

When PowerPoint is started, a new blank presentation automatically appears, ready for users to start keying text, graphics, or multimedia elements.
Working with Task Pane
Specialized task panes appear on the right side of the window, when users execute certain commands. These panes provide commonly used commands.
Users can display the task pane using the view menu. Clicking the Other Task Panes arrow lists the other available task panes. When users use multiple task panes, they can navigate back and forth between different task panes using the Back and Forward buttons.
Opening an Existing Presentation
To open an existing presentation, users need to:
· Click the More option on the Getting Started task pane to open the Open dialog box.
· Click the down arrow next to the Look in box and choose the appropriate drive and folder.
· Select an existing presentation and click Open, or double-click the presentation to open it.

	Lesson Key Objective

Understand the basic operation of a PowerPoint presentation.

Text Figures: F01-01, F01-02
Teaching Tip:

Tell students to click the Normal View button in the lower-left corner of the screen if they do not see the same layout as shown in Figure 1-2.
Additional Notes:

The task pane enables users to work easily by bringing options that are regularly needed close to the workspace.
Text Figure: F01-03

[image: image1.emf]Work with Task Pane

 
[image: image2.emf]Open an Existing  Presentation


Text Figure:  F01-04
Teaching Tip:
Discuss the buttons available in the Open dialog box listed in Table 1-1.


	Section 1.2

Exploring PowerPoint
Familiarity with Microsoft Office programs helps users feel at home with PowerPoint. 

Identifying Parts of the PowerPoint Window

The first step to getting familiar with PowerPoint is to identify the parts of the window such as menus, toolbars, buttons, tabs, and panes. There are many different objects in the PowerPoint window. ScreenTips help users to identify these objects.

Working with Menus and Toolbars

PowerPoint commands can be accessed through different methods:
· By choosing from a menu.

· By using toolbar buttons.

· By choosing from task pane items.

Working with Docked and Floating Toolbars 


Toolbars are either docked or floating. It is convenient to move a toolbar to another location in the window to avoid the back and forth movement of the mouse, when the same tool is being used repeatedly.

Moving from Slide to Slide

PowerPoint provides several ways to move from one slide to another in a presentation:

· By using the mouse to drag the scroll box.

· By using the mouse to click the Previous slide or Next slide buttons.

· By using the Page Up and Page Down keys on the keyboard.


	Text Figure: F01-05 

Teaching Tip:
Discuss main parts of the PowerPoint window listed in Table 1-2.

[image: image3.emf]Identify Parts of the  PowerPoint Window

 
[image: image4.emf]Identify Parts of the  PowerPoint Window


Text Figure: F01-06   

Text Figure: F01-07,  F01-08
Additional Notes:
To display the Office Assistant, users need to click Help on the menu bar and choose Show the Office Assistant. When the Office Assistant is displayed, right-click it and use the shortcut menu to choose another animated character.

Text Figure: F01-09
Additional Notes:

PowerPoint’s short menus are adaptive—they change as per work, listing the commands used most frequently.

Teaching Tip:
PowerPoint provides several ways to complete tasks: a menu shows which commands have corresponding toolbar buttons or keyboard shortcuts.

Text Figure: F01-10   



	Section 1.3

Using Text Placeholders

Editing text in PowerPoint is very similar to editing text in a word processing program.

Users click an I-beam to position the insertion point where they want to key new text. An I-beam is a mouse pointer in the shape of an uppercase “I.” An insertion point is a vertical blinking bar indicating where text that the users key will be placed. Users can also drag the I-beam to select existing text.

Editing Text on a Slide

Text on slides is contained in the text placeholders. Placeholders are used for title text (the text that usually appears at the top of a slide), body text (text in the body of a slide), and other objects, such as pictures. Placeholders help keep design layout and formatting consistent within a presentation.

Body text often contains bullets and is sometimes called “bulleted text.” Bullets are small dots, squares, or other symbols placed to the left of each item in a list or series of paragraphs to add emphasis and readability.

User may click inside the text placeholder and notice the box that surrounds the text. The placeholder’s border is made up of tiny diagonal lines indicating that the text box is activated and is in edit mode.
Promoting and Demoting Bulleted Text


When users want to expand on a slide’s main points, they can insert indented bulleted text below a main point. This supplemental text is sometimes referred to as a sub-bullet or a level 2 bullet. PowerPoint body text placeholders can have up to five levels of indented text.

Body text can be demoted by increasing its indent level or promoted by decreasing its indent level. These changes can be made in two ways:

· By using the Promote and Demote text buttons on the Formatting toolbar.
· By moving the insertion point before the text and pressing [Tab] to demote or [Shift]+[Tab] to promote.


	
[image: image5.emf]Edit Text on a Slide

 
[image: image6.emf]Edit Text on a Slide


Teaching Tip:

Explain the significance of placeholders and remind the students that a placeholder is activated when the I-beam is clicked on it, making it ready to accept text.
Text Figure: F01-11
Additional Notes:

Bulleted text lists the points being made in a slide presentation. This presentation uses open circle and solid dot bullets.
Additional Notes:

If [Tab] is pressed when the insertion point is within the text, a tab character is inserted instead of demoting text.

	Section 1.4

Using Tabs and Views

PowerPoint provides a selection of panes and views to help streamline work. Using these various views enables the users to work on presentation text in outline format, rearrange slides in Slide Sorter view, or work on an individual slide in the Slide pane.

Users can do the following to ease the way they work:
· Display or hide the task pane or the Outline and Slides pane.

· Change the information being displayed in the Task pane or the Outline and Slides pane.

· Drag borders to change the size of panes.

· Switch between the Normal and Slide Sorter views.

Use the Outline and Slides Pane
Users can work in the Outline and Slides Pane in the following manner:
· Point to the right border of the Outline and Slides pane and drag it about an inch to the right, when the splitter bar appears.

· Click the Outline tab.

· Work in the Outline pane.
Using Slide Sorter View

Slide Sorter view displays a window of presentation slide thumbnails. This view provides for easy rearrangement of slides or application of special slide show effects.

	Additional Notes:

PowerPoint provides a selection of panes and views to help streamline work.

Teaching Tip:

The Zoom box is also available in Normal view. If the Slide pane is active, Zoom changes the magnification of the slide within the Slide pane. If the Outline and Slides pane is active, Zoom changes that area instead.

Text Figures: F01-12

[image: image7.emf]Use the Outline and  Slides Pane

 
[image: image8.emf]Use Slide Sorter View


Text Figures: F01-13


	Section 1.5

Naming and Saving a Presentation

In PowerPoint, presentations are saved as files. A new presentation or changes made to an existing presentation must be saved to make the changes permanent. 


Creating a Folder for Saving Your Files


 When saving a file, a user must decide whether it needs to be saved in a folder, on a fixed disk drive, on a floppy disk, on other removable medium, or on a network drive.

Naming and Saving a Presentation

To name files, users can use uppercase letters, lowercase letters, or a combination of both. Filenames can also include spaces. To name and save files, users need to:

· Click File to open the File menu and choose Save As to open the Save As dialog box.

· Navigate to the drive and folder desired and double-click to open it.

· Key in the File name and click Save.

	Additional Notes:

If changes are not saved, they can be lost in case of a power failure or a computer problem.

[image: image9.emf]Name and Save a  Presentation

 
Teaching Tip:

The students should be informed which drive/folder to use to save their files.
Text Figure: F01-14



	Section 1.6

Running a Slide Show

The goal of creating a PowerPoint presentation is to present it as a slide show. One of the advantages of running a slide show from the computer is that users can use special animation effects.

Running a Slide Show

One way to start a slide show is to click the Slide Show button. After running a slide show, PowerPoint provides navigation tools to move from slide to slide.

Starting a Slide Show from Any Slide

A slide show can begin from any slide. In the Normal view, users can move to the desired slide and click the Slide Show button to resume the slide show from that slide.


	Additional Notes:

As an alternative to clicking the left mouse button, press [N] to move forward through the slides. [N] means “Next” and [P] means “Previous.”  Use the right and left arrow keys and [PageDown] and [PageUp] to move forward and backward in a slide show.


[image: image10.emf]Run a Slide Show


Teaching Tip:

Discuss with the students how overhead transparencies are useful.

	Section 1.7

Printing Slides and Handouts

Although the primary way of viewing a presentation is usually a slide show, PowerPoint slides can also be printed. PowerPoint provides a variety of print options, including printing each slide on a separate page or printing several slides on the same page.

To conserve paper and speed up printing, usually a handout is printed instead of full-size slides.

Previewing a Presentation
The PowerPoint Print Preview feature enables viewing how printed pages will look even before they are actually printed. Users can view preview pages in black and white, grayscale, or color.

Printing a Slide
A slide can be printed in one of the following ways:
· Choose Print Preview from the File menu. After previewing, click the Print button from the Print Preview window.

· Choose Print from the File menu.

· Press [Ctrl]+[P].

· Click the Print button.

Printing a Presentation Handout

Printing several slides on a single page is a handy way to review work and to create audience handouts. It is also a convenient way to print class assignments. Handouts can be created in the Print Preview window or in the Print dialog box. 

Choosing Print Options

In addition to the earlier options, there are two options for printing in black and white. The Grayscale option converts the presentation colors to shades of gray. The Pure Black & White option converts all colors to either black or white, eliminating shades of gray. 


	Additional Notes:

A handout can be printed instead of full-size slides to conserve paper and speed up printing.


[image: image11.emf]Preview a  Presentation

 
[image: image12.emf]Print a Slide

 
[image: image13.emf]Print a Slide


Text Figures: F01-15

Text Figures: F01-16

Additional Notes:

Because the Pure Black & White option simplifies presentation graphics, it can sometimes speed up printing time.
Text Figures: F01-17



	Section 1.8

Closing Presentations and Exiting PowerPoint

After finishing work on a presentation and saving it, it can be closed and another file can be opened or the program can be exited.

Closing a Presentation and Exiting PowerPoint

To close the presentation and exit PowerPoint, users need to:
· Choose Close from the File menu to close the presentation.

· After printing a presentation, the system usually prompts to save it before closing. On the message prompt, click Yes to save the presentation again.

· Click the Close button in the upper-right corner of the window to Exit PowerPoint.


	
[image: image14.emf]Close a Presentation  and Exit PowerPoint


Teaching Tip:
Inform students that the close buttons are the easiest way to close a presentation and or exit the program. Emphasize that the top Close button (in the Title bar) exits PowerPoint, and the bottom Close button (on the Menu bar) closes the document window.
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