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Course- SEC Paper Code-SEC2 E2 Credits-2 Lectures/Weel-2
Paper: MS Power Point

Prerequisite(s) and/or Note(s):

(1) High school mathematics.

(2) Note(s): Syllabus changes yearly and may be modified during the term itself, depending on the
circumstances. However, students will be evaluated only on the basis of topics covered in the
course.

Course Objectives

Knowledge Acquired:
(1) Presentation design principles understanding.
(2) MS PowerPoint interface familiarity.

(3) Slide layout and formatting comprehension.

Skills Gained:

(1) Slide creation and editing proficiency.

(2) Visual content insertion capability.

(3) Animation and transition application skill.

Competency Developed:

(1) Effective presentation delivery competency.

(2) Audience engagement techniques mastery.

(3) Time management during presentations efficiency.

Syllabus Overview

Unit 1:  Creating and Managing Presentations 10 Lectures
Create a Presentation: Insert and Format Slides, Modify Slides, Handouts, and Notes, Change
Presentation Options and Views, Configure a Presentation for Print, Configure and Present a Slide

Show, Insert and Format Text: Insert and Format Shapes and Text Boxes, Insert and Format Images,
Order and Group Objects.

Unit 2:  Tables, Charts, SmartArt, and Media 5 Lectures
Insert and Format Tables: Insert and Format Charts, Insert and Format SmartArt graphics, Insert and
Manage Media.

Unit 3:  Transitions and Animations 5 Lectures
Apply Slide Transitions, Animate Slide Content, Set Timing for Transitions and Animations,
Working with bullets and numbering, Working with different views, Working with slide Master,
Slide show option



Suggested Readings
I.Microsoft power point 2019 ,learning the basics by Eric Stockson
2. Microsoft power point 2019 for beginners by J.Davidson.
3. Marquee series Mlcrosoft power point 2019 by Audrey Roggenkamp & Lan Rutkowsky .Nita
Rutkosky

Course-SEC Paper Code-SEC2L E2 Credits-1 Lab hours/Week-2
Paper: MS Power Point (Lab)

Students are advised to do laboratory/practical practice not limited to, but including the following
types of problems:

(1) Creating a Title Slide

(2) Creating Slides Using Layouts

(3) Create a presentation that consists of 5 slides and save your Presentation in desktop.

{4) Demonstrate slide transitions and animation

(5) Insert slide number, slide date, slide header and footer

{6) Demonstrate rehearse time.

{7) Demonstrate master slide.
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Get Online Help

Exit PowerPoint.......cccovvivvevennns

Close Your Presentation, without Exiting PowerPoint

Open a Saved Presentation

Powerpoint Details and Practical Exercise




Introduction to Microsoft PowerPoint 2010

Open PowerPoint 2010

=  Double-click on the PowerPoint icon on the desktop.

About the Editing Screen

BllH9- U |~€— Presentationl - Microsoft PowerPoint * o @ R
Home Insert Design Transitions Animations Slide Show Review View Add-Ins (A} d

E * ElE] (=] Layout ~ S AN | W =Ee e 18- I@ % ‘ & Shape Fill = 34 Find
- E Reset [%* = 2 Shape Outline ~ '.‘.f." Replace ~
Paste New AV . > L =E=E == = Shapes Arrange Quick

~ & | slide~ “Ssection~ BZ O §bel-As-| A EE=EE = - & Ed Styles - @ Shape Effects - | [3 Select~
Clipboard I Slides ont i Paragraph T Drawing L iting

Click to add title

Click to add subtitle «—

Click to add notes Notes Pane.




Ribbon

The ribbon, which spans across the top of the PowerPoint screen, replaces the old Menu Bar and toolbars used in Microsoft

Office programs up through version 2003.

| Tabs |

Home Insert Design Transitions Animations Slide Show Review View Add-Ins & e
Tl 1 _] = Layout ~ . AT = == iz I I_T‘j| = # Find
J y °E|Reset o - - B _— S L7 3.c Replace -
Paste - New B 7 U S abe V- Ay \ == = =5 || = SIS LN [ select~

Slide - "5 Section ~
Clipboard Slides Font Paragraph Drawing Editing

| Groups

It organizes related functions into tabs. Those related functions are further organized into groups. The Home tab, for
instance, has a Font group that contains formatting options for adjusting font, font size, bold face, underline and italics.

The Paragraph group contains icons that control margins, spacing and indentation, among other things.

Quick Access Toolbar:

= This is a customizable toolbar that provides access to commonly used functions such as Save or Undo Last Action.

= (licking on the down arrow gives you access to other common functions that you can add to the toolbar.



Contextual Command Tabs:

®d9- F Presentationl - Microsoft PowerPoint

m Home Insert Design Transitions Animations Slide Show Review
: M

» Corrections ~

o B R

A — = — - ﬁﬁ )] 495 3
By ||l sl cnll ]l il el -
3} v

2 & & — Crop = 43 2
Frame options v || Picture Layout ~ | 3 Selection Pane . I B
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07}

fﬁ Artistic Effects ~

Slides Qutline x TEEE
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Item is selected,
| ——
which brings up
formatting
options displayed
above.

Click to add notes

Slide 1 of 1 | “Office Theme™ | <5 | @58 6 2 66% (- % B

= Tools appear directly above a tab and provide access to options that pertain to a just completed action. For instance, if
you click once on an image to select it, the Format tab appears,, offering you ways to adjust the selected image. You

can crop, frame and rotate the image, among other things.)

Slide Pane:
»  The large white typing area that features “Click

toadd...” textprompts.

= This is the area where you’ll type your slide text.

Click to add title




Slides Tab
= Located to the left of the slide pane.

= Displays thumbnail versions of slides in your presentation.

= (licking and dragging a thumbnail allows you to rearrange the slides in your

presentation.

*  You can also click on a thumbnail to advance your presentation to that slide.

Notes Pane:

= Located beneath the slide pane. m
= Lets you type speaker notes for
each slide.

= When printed out, the slide image and notes for that slide appear together on the same page.

Text Placeholders:

» Located inside the slide. (Look for "Click to add..." prompts)
Click to add title

=  When you click inside the placeholder, a blinking text insertion

point--or cursor--appears, and you can enter text.

g N o

' T
] Cursor —» '!'

I
1
) O ——0

The pointer/cursor: :
I

. - . [
= It moves on-screen in the direction you move your ;

mouse.
=  When pointed at text, the pointer becomes a cursor, assuming the shape of an I-beam.

=  When pointed outside of the text area, the pointer becomes an arrow.

The title bar:
lﬂ H = PowerPoint Design Tips general [Compatibility Mode] - Microsoft PowerPoint = B
= Located at the very top of the screen.

= Displays the program title as well as the filename you assign your presentation upon saving it.



The Task Bar:

Slide2 of 3 | “Office Theme™ | <&

=  Located at the bottom of the screen.

= The Task bar displays the number of the current slide in the presentation (e.g., Slide 1 of 1, Slide 2 of 2, etc.).

= [talso allows you to zoom in and out of your current slide (note the magnification slider on the right side of the Status

Bar), and to change your slide view from the normal editing screen to multiple slide view (the Slide Sorter) and Slide

Show view.

The vertical and horizontal scroll bars:

= Located to the right of and beneath the slide pane.

= The vertical scroll bar allows you to scroll through
your slides.
-Dragging the elevator (the button located between the
up and down arrows) moves you quickly through the
presentation. A slide indicator box to the left indicates
each slide number as you pass by it.

*  The horizontal scroll bar appears when you zoom in
on part of the slide so that the entire slide doesn't fit
within the viewable area. This scroll bar lets you see

parts of the slide not currently displaying on-screen.

The page up/page down buttons:

Verticle scroll bar

Today’s Date Page Up/

Page Down
&— Horizontal scroll bar

Presentation Title

buttons
m

= Located beneath the vertical scroll bar. (Look for the buttons that display double-arrows, one set facing up [page up]

and the other facing down [page down].)

=  Moves you slide-by-slide in either direction.



Create a Title Slide

When you open PowerPoint, the program takes you by default to a Title Slide screen.

=  Follow PowerPoint's on-screen prompts to enter text ("Click to add...").

NOTE: All "Click to add..." prompts are
optional. If you don't type a sub-title, for Cl |C k tO a d d tlt | e

instance, the Click to add... sub-title

prompt won't appear when you present

your slide. Click to add subtitle

Save Your Presentation

i

(O )
= Choose Save from the Quick Access toolbar. J Ho

= Use the Save in window to locate where you plan to save your file.

= Entera filename in the Filename window for the presentation and press Save.

NOTE: To save your presentation in a previous version of PowerPoint:

e  (lick on the down arrow by the Save as type window.

F
g
i
g
®
;
g

e Select the version in which you'd like to save the

Foabled
EPoquov\t 97-2003 Presentation I

presentation.
XPS Document:

[PowerPoint Template ¥

e (lick Save.



Create a New Slide

Click on New Slide from the Home tab.

Alist of thumbnails appears, outlining your various slide

content options to choose from.

Click once on the appropriate thumbnail to bring up the

\ -0 ) My |

lHome. Insert Design Animations Slide Show R
L2y = " ~V_.. (55 Layout ~ TR | [y
.J x | j ’o "1 ) ‘A A It;‘
b, -3 Reset : 3
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pboard = | Office Theme

next slide. £
e L
NOTE: Selecting Title and Content allows you to create the Titie Side Tiie snd Comtert Sediion Fieader
most common slide types such as bullet lists, tables, and ‘
charts.
2R i
Two Content Comparison Titie Only
| I |
w i i = L =
| Blank Content with Picture with
| Caption Caption
7] Duplicate Selacted Slides
25} Slides from Outline,..
) Reuse Stides...
Create a Bullet LISt nsert Design Animations Slide Show Reviews
. . |5 tayout = - fam () sis
=  (Click on Title and Content i 5 -
i & I——
Title Stide Title and Content Section Header

Y

Click to add title

Two Content Comparison Title ©
Blank Content with Picture +f
Caption Captig

* Clickto add text g




=  Follow PowerPoint's on-screen prompts to enter text.
= Ignore the thumbnails that appear in the center of the screen, unless you plan to add additional content to the
slide. Asyou begin typing your bullet list, they will disappear automatically.
NOTE: Those thumbnails offer you content options in addition to the default bullet list. You can create a table, chart,
SmartArt graphic, or you can insert a saved picture, clip art, or media clip. (See illustration below for thumbnail

descriptions.)

Chart —
Table ma
e l, « graphic

_

Picture T N Media

from file file
Clip art

@ About entering bullets:

= Bullets appear automatically on each line.

=  Pressing Enter brings up the next bullet.

= To erase an unwanted bullet, click next to that bullet and press the Backspace key.
= Toindent a bullet (to make a sub-point), press Tab.

* Toundo an indent, press Shift together with the Tab key.



Animate the Bulleted List

You can display the bulleted list one bullet point at a time rather than all at
once.

= Ifthe bullet list doesn't have a selection box (a box bounded by dashed
lines) around it, click anywhere inside it.

Click on the Animations tab.

Choose Custom Animation from the Animations group.

The Custom Animation window appears to the right of your slide.

Click on the Add Effects tab.

i

Select Entrance.

Choose More Effects... to see a complete list of effects.

By default, your slide should run a preview the chosen animation
you click on it once.

Click OK.

To dim previous bulleted points, while still in the Custom Animation

Click on the down arrow by the animation listing.

Choose Effect Options...

[ 13 3k Content Placehoide... ¥ |
¥ M3 Start On Click

Start With Previous

&) Start After Previous

’

Effect Options..,

! Timing... !
Show Advanced Timeline

Remove

Click on the down arrow by the After animation window.

Click on a color choice for dimming the previous bullets.

Click OK.

el o 3
33 \
Home Insert Design
24 1,3 Animate: No Animation ~ = 3
= = | (E
dew ||| 123 Custom Animation ‘ =
iew Animations
5 Slide
BRI SR BRI RO Custom Animation v X
& AddEffect »| 7%
# L Appear Sk Entrance »
k2 Blinds %  Emphasis »
Sk 3 Box ¥E Edt ’ :l
4. Checkerboard ¢ Motion Paths » —|
a' 5. Diamond
# 6 Dissolveln Select an element of the slide, then
ik “Acd EFfact” fo add ansmation.
& LFyIn
More Effects...

task pane:

Custom Animation v

Modify: Checkerboard
St 3 on ik
| Across

Speed:

1 X Content Placeholde. .. &%

v
v

v

x

|| Start On Click
Start With Previous
& Start After Previous
Timing...
Show Advanced Timeline

Remove

Effect | Tening = Text Animation

Hide

Settings
Dyection: Across v
Enhancements
Sound: [No Sound] v ¢
T e v
Animate text: H EEEREN
Hore Colors...
Qon't Dim
Hide After Animation

on Next Mouse Click

as



Create a Chart

Click on Title and Content from the list of layout options displayed.

Click on the Chart icon in the center of the slide.

- C|ICk to add text

) 6»‘.
"]

Select a chart type from the list on the left
side of the Insert Chart dialog box.
Next, choose a sub-type from the icons to

the right and click OK.

Insert Chart

Reviews

nsert Design Animations Slide Show
5 Lyoutx L () sl

Office Theme - -~

! L=
Title Stide Title and Content Section Header

NI

LIE
Two Content Comparison Title Only
Elank Content with Picture with
Caption Caption -
: !

@ Templates » 11 y I" > -

e m ) L 2] i 8] 195 (9]

@ P

e ] 108] 0 ] 48]

core 0] ] oA 0D

vk W 22 7 e e
e T i) [ | —

10




[ 0a & ® > &3 )5 Presentationl - Microsoft ... Chart Tools = [ c._. =l @ o o )5 Chartin Microsoft Office PowerPaoint - M. - = X ‘
S e Wi e —_—

- Homcl Inserll Desig' Anim l Slide l Revie I View l Add-l”Design I Layout l Format l @ < ]Home{' Insert ] Page Layot| Formulas | Data I Review IVIew | Add-Ins l@ - T X
TIAEEETICIE === o oon=r
“ - mﬂﬁﬁ 3 »
Change Save As Switch Select Edit Refresh Quick Quick \ Paste = Allgnment Number Styles Cells
~ Chart Type Template | Row/Column Data Data Data Layout ~ Styles ~ ‘ \ ‘ ] & L = ¥
| Type Data Chart Layouts | Chart Styles Clipboard 'i ‘ | _ Editing |
. A6 £ ¥
B~ [ =& [ c | o E | F | G
] Series1 Series2 Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 I_J
Click to add title 6|
24| !
28| ;To resize chart data range, drag lower right corner of range.
[2H)
10
mSeries 1 ) £ _=_
mSeries 2 |3 £ 3
mSeries 3 13
ﬁ
15
Categary 1 Categary 2 Categzry 3 Catagaryd E
aeee < E
18
9]
20
e Excel
Click to add notes 25
I W 4% ¥ Sheet1 /%3
_Slide20f2 | officeTheme” | 5 | |[{HE8 F)38 3 Ready |

You'll now see a split screen; PowerPoint is on the left and Microsoft Excel has just launched and appears to the right, with
sample chart data displayed. Data for PowerPoint charts is actually entered in Excel. As you enter your own data in place

of the sample data, PowerPoint automatically updates the chart displaying on the PowerPoint side of the split screen.

You'll notice a blue boundary line at the right ,” A I 8 | C | D
and bottom edges of the sample data. ; ‘ Series 1 Series 2 Series 3
2 Category1 4.3 24
'3 |Category 2 2.5 4.4
4 |Category 3 3.5 1.8

5 |Category 4 4.5 2.8
6 | )

If you have more columns/rows in your chart than are filled in by sample data, simply click on the lower right corner

where the blue lines meet and drag the mouse down/to the right until you see displayed the correct number of columns
11



and rows. You may only drag in one direction at a time (either horizontally to expand the number of columns or vertically
to expand the number of rows). To expand both columns and rows, release the mouse after having dragged it in one

direction and then repeat the process in the other direction.

If your chart has fewer columns/rows than are displayed in the sample datasheet, click on the lower right corner and drag
the mouse up/to the left to eliminate any extraneous columns/rows. Again, you may only drag in one direction at a time.

So if you want to decrease the number of columns and rows, you’ll have to do it in one direction ata time.

To replace sample data with your own data, click on a cell in the worksheet and type over your own data. The sample

data disappears as soon as you begin typing over it.

Entering data labels (categories):
= Enter the categories you are measuring in the column labeled A. Start entering data in Row 2.
NOTE: As you begin typing data in each cell, the sample data from the next cell disappears automatically.

=  Press the down arrow key to move row by row, or click on the next cell down using the mouse.

. B C D
1 Series 1 Series 2 Series 3
2 ||Morth 4.3 2.4 2
3 ||East 2.5 4.4 2
4 ||South 3.5 1.8 3
3 ||West 4.5 2.8 3
f

Entering legend headings (series):

= Enter legend headings directly beneath the cells labeled B, C, D and so on. Start entering legend headings in Column

B.
A B C D

1 2008 2008 2010

2 |North =S P >

3 |East 2.5 4.4 2

4 |South 3.5 1.8 3

5 |West 4.5 2.8 3

: r

=  Sample legend headings will disappear in each cell as you begin typing your own. Don't worry if some of your text
appears cut-off; it should display!

= Use the right arrow key to move from cell to cell, or click on the next cell over using the mouse.

12



@ About legends:

You only need to include a legend when you are plotting sets of values for more than one group. A bar chart with

different color bars, for instance, would need a legend to state what series each bar color represents. If you don’t require a

legend and try to delete the sample legend headings, the cells will read Column 1, Column 2, and Column 3. The legend

cannot be deleted here. You'll be shown how to delete the legend over in PowerPoint.

Entering values (numeric data):

Before entering values, you can specify the kind of values you are

entering (percentage, dollar amounts, etc.).

= (lick on the upper left blue cell of the spreadsheet. (This highlights
info in your spreadsheet.)

=  Click with the right mouse button on the same cell.

= Choose Format Cells... with the left mouse button.

= Choose Number from the pop-up menu.

E — —
p‘ﬁa o ;
| 2] Cut
.
2 < Sopy
3
4
5
q Delete
1 Clear Coptents
g
L Filtgr
9

Sort

[
-

11 A Insert Comment

| 1 the

| drag lower

>

(5 Eormat Cells...

P o STopTTTIT T
Name a Range.

Hypedink..,

Alignment Fant Barder

Cateqory:

= Choose the type of values being represented from the Category sercra Sample

listing at left.
= (Click OK.

NOTE: If you choose Percentage, you will need to enter your values in

the datasheet using decimal points in front of the numbers (e.g. for 23%,

enter .23 [not 23]).

Entering your values:

Number

Currency

Diate

Time
Percentage
Fraction
Seientific
Text
Spedial
Custom

Fill

Accounting iGeneral format cells have no specific number Format.

Pratection

*  Enter values (numbers only--don't include %, $, etc,) in the rows located beneath those in which you entered your

series (legend headings). Sample values appear in each cell, but will disappear as you begin typing over them.

13



Pressing the arrow keys moves the cursor horizontally cell-by-cell. Pressing the up and down arrow keys moves the

cursor vertically cell-by-cell. (Or you can simply click in each new cell using the mouse.)

When done entering data:

=  C(lick on the x in the upper right corner of the Excel window. artin Microsoft Office Pow... | Tapl.. - = |E|
irmu | Data | Reviev | View | Add-Ir | Design | @ - = x
~ i = % LI ALl )| = #0
_ Ali t Number | Styles || cell o -
Ignmen umper es ells
- - - - I h
F] Editing
fe| 35 [=
C D E F < |
309 2010 ‘

Returning to the Excel spreadsheet to edit data (if necessary):

e Click once anywhere inside the chart to select it. This launches a Chart Tools contextual command tab that

doesn’t appear on the normal editing screen.

Make sure the Design tab under Chart Tools is selected and then click on Edit Data from the Data group.

Chart Tools

Animations Slide Show Review View Add-Ins Acrobat Design La)

<
||
=
—
=1
\ =1

itd Chart Layouts

When done editing data:

Click on the x in the upper right corner of the Excel window.

Change the chart type (to a line chart, area chart, etc.):

If your chart is not currently selected, click once in the white space above or below the legend to select it. This
launches a Chart Tools contextual tab that doesn’t appear on the normal editing screen. If the chart is already

selected (has a blue bounding box around it), the Chart Tools tab will display.

Make sure the Design tab under Chart Tools is selected and then click on Change Chart Type from the Type
group.

NCLECSL

Love Cat . omt Chart Tools
o 2
Home Insert Design Animations Slide Show Review View Add-Ins Acrobat |' Design I Layout Format
Chart Type femplate | Row/Column Data Data
Ype Data

al BB E ED s LidlhdE
Chart Layouts

Change |Save As Switch Select Edit R
Chart Styles
| I'E




=  Selectanew chart type and sub-type and click OK.

Relocating or deleting the
legend:
= [fyour chartis not
currently selected, click
once in the white space
above or below the
legend to select it. This

launches a Chart Tools

contextual tab that
doesn’t appear on the
normal editing screen. If

the chartis already

() (% B BN

Home Ingert

Vertical (Value] Axis

By Format Seiection

.ﬂ Reset to Match Style
| Current Seiection

e

Design

Animations

Why I Love Cats - Microsoft PowerPoint

Slide Show

Review

Add-Ins

M‘Lp_, _J_Bl“n‘lﬂ_iﬂ @_’_J _]m; m

Picture Shapes Text

Insent

Chart  Axis

Box Titie = Tities

Data Data
bels ~ Table = d

Axes Gnulmes

Plot Chart 3.0
Area~ \Wall~ Floor= Rotatior

None
Turn off Legend

Lz .

Show Legend at Right
Show Legend and align
right

Show Legend at Top
Show Legend and top
align

Show Legend at Left
Show Legend and align
left

% 5
i I
L =4

-
-

Show Legend at Bottom
Show Legend and align
bottom

E &

Overlay Legend at Right
Show Legend at right of
the chart without resizing
Overiay Legend at Left
Show Legend at left of
the chart without resizing

More Legend Options...

t Background

selected (has a blue bounding box around it), the Chart Tools tab will display.

= Make sure the Layout tab under Chart Tools is selected and then click on Legend from the Labels group.

= Selectan alternate location on the slide for the legend, or select None to delete it.

Resize the chart:

= [falight blue selection box doesn't currently frame

your chart, click in the white space beyond the

chart itself to make the box appear.

= (lick on any of the four corners of the selection box

(position the pointer tip directly on the 3 dots; the

pointer will change from a 4-sided to a double-

sided arrow).

=  Drag the mouse button diagonally to stretch or

shrink the chart area.

]

15
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Category 2 Category 3

W Series 1
B Series 2 :
B Series 3

Category 4



Apply a contrasting color to the chart’s background:

If a light blue selection box doesn't currently frame
your chart, click in the white space beyond the chart
itself to make the box appear.

Position the mouse pointer tip in a blank area of the
chart until the Chart Area indicator appears beneath

the arrow.

Cut

Copy

Paste

Reset to Match Style
Eont.,

Change Chart Type...
Edit Data...

Bring to Fromt

ory3

Category4 |24 sSendtoBack »

= (Click once with the RIGHT mouse button. A pop-up

Sava as Picture..,

menu should appear.
PP 7 Eormat Chart Area,..,

Bl
. Format Chart Area E
B o

»  SelectFill, if it isn’t already, and then choose Solid fill.

= (lick on the down arrow by the paint bucket next to

where it reads: Color. Border cdlor || O o fil
Border Styles
=  Choose a color for your background that contrasts Shadon ?, f””““ - adequately
J Bicture or texture i
3-D Format P
with your other chart elements. Chutone =
Color: -_a -
= (Click Close when done. Transps Theme Colors is

n llls:zll'.l'

Standard Colors
um ENEEE

More Colors...

Change the color of the line in a line chart:

= Ifalight blue selection box doesn't currently frame your chart, click in the white space beyond the chart itself to make

Format Data Series E‘EI

the box appear.

*  Position the mouse pointer tip directly over the line (anywhere except where it sensopes | [ Line Color
Marker Optons O Nolne
intersects a gridline) and click once to select it. ke e
erdine) | (i v
=  Choose Format beneath the Chart Tools tab and click on Shape Outline. el |

Transo} Theme Colors !:
B EEENEEN

= Choose a color for your chart line that contrasts adequately with the chart’s

background color. o Hlllllllll
Standard Colors
NOTE: You may also change the width of the line by choosing Line Style and then L] L L L

More Colors..

adjusting the default weight.

= (Click Close when done.

Cose
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Animations Slide Show Review

Design
Bl @
?;‘p ::::.mm-m Chart || Hyperfink

Ulustt Recently Used Shapes )
OALLEG

Add Shapes to Your Slide

=  Click on the Insert tab and choose Shapes from the Illustrations group.

SEC |

= (lick on the desired shape.

The mouse pointer changes shape to that of a crosshair.

= Position the crosshair where you want to begin drawing the shape.

= (Click and hold down the mouse button as you drag to create the shape.

= Letgo ofthe mouse when done.

Equation Shapes

f=Ramel

Relocate/resize/recolor the shape as you wish.
To relocate:

= (Click and hold down the mouse button anywhere inside the shape.

* Dragitto a different location and let go of the mouse button.

iC

do
: J

Cli Action Buttons BT

LI TS T T = T e

To resize:

=  Position the mouse pointer tip directly over any of the corner handles (the tip changes to a double-headed arrow).
= (Click and hold down the mouse.

* Drag the mouse in a diagonal direction to shrink or expand the shape, and let go of the mouse button.

NOTE: Holding down the Shift key while dragging the mouse preserves the shape’s proportions as you resize.

To recolor:
*  (Click anywhere inside the shape.
= (Click on the Home tab.

A contextual tab called Drawing Tools (Format) appears.

‘/03 H9-0 = Presentation] erPoint Drawing Tools -
v i
b Home Insert Design Animations Slide Show Review View Add-Ins Acrobat Format (7]
> e Z Shape Fill ~ A - = Align~ || o =
SN )| = 3 & p — = Allg 3] 3a7
o . € v
AL LSO Al sbe ] <] @ shape outiine - A A 21 & - || Wy senditoBack + 18] Group
= - -
2N F &= ~ ) Shape Effects ~ 2 ~ || Biy selection Pane S\ Rotate ~ || *a¢ Oz X
Shape Styles (F] WordArt Styles F] Arrange Size {F]

Insert Shapes

=  Change the color and/or outline of the shape by selecting Shape Fill and/or Shape Outline.
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*  You may also click on the Home tab and select Quick Styles from the Drawing group to select from some preset

designs offered by PowerPoint.

/EID Hi9=.) Presentationl - Microsoft PowerPoint Drawing Taols - X
- Insert Design Animations Slide Show Review View Add-Ins Acrobat Format '@
j J(, _J &= Layout ~ Perpetua Body ~ 118~ [RGTR ||A5| === _'|4=,|Uu I_E]) D | |j _&smpeﬁuv 34 Find
= 53 B Reset 7 Shape Outline v || 33 Replace ~
Past New AV. Aa~ V] =E = Sh A ick |-
aj € J Sli;e' 4 Delete !B Z U e § & “A ‘ |= S %v apes rrangc S%/Ll”ecs' J« Shape Effects lg Select ~
Clipboard Slides Font fa ] Drawing ] Editing
I 2
Add text to the shapes | )
-3 Copy
= Right-mouse click inside the shape. @ paste
. . [E)  Edit Text
= Select Edit Text (with the left mouse button). I . !
=Y
= Enter your text. % Bring to Front
2y sendto Back
1 90 Hypertink...
Recolor/resize the text as you wish. e as Pture s
. . . Set as Default Shape
=  Highlight the text using the mouse. 51! size and Position...
&y Farmat Shape...

= (Click on the Home tab.

=  Use the tools in the Font group to make changes to the text.

Home Insert

=53 JReset
MNew
f Slide = % Delete
ard M« Slides

Design

'S \:I |7 Layout ~

Animations

Slide Show

Revi

(Calil:uri [Body]

[BIHahs

18 v | A A‘|-

8§ &- Aar||A -

F

Add Additional Text to Your Slide

You may want to insert additional text on your slide besides that which goes in the text placeholders.

ant s

=  (Click on the Insert tab and select Text Box from the Text group.

v g9 )%

B &P P @ Ll

Photo Shapes Smartart Chant

‘e Clip
Art Album~ ¥

Nustrations

Why I Love Cats

Animations

Slide Show

Links

Hyperiink Action

- Microsoft PowerPoint

Review View

Text

Box §kFooter
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The mouse pointer changes shape to a cursor.

= Position the cursor where you want to insert the text box.

Hold down the left mouse button (the pointer changes to a crosshair shape) and drag the crosshair to create a text box.

=  Type textinside the box.

Recolor/resize the text as you wish.
Home Insert Design Animations Slide Show Revi
= Highlight the text using the mouse. m - =
=| Layout = . ) « v |[[aal
= (Click on the Home tab. ) | ER . Calibri (Body} =18 ~ |A A" || =,
== =| Rese
i Mew AV . - A -
= Use the tools in the Font group to make F || sioe- 5 Delete | B J U abe &8 2¥~ Aa~|| [
changes to the text. ird & Slides Fant = |

Add Clip-Art to a Slide
- | Inset | Desi Animz
=  Click on the Insert tab and choose Clip Art from the Illustrations group. s m- =5 i

ol ) ([ X

Picture}® Clip ||Photo Shapes SmartA
- lbum ~ >

Illustrations

ES"" “;tF 7% AClip Art task pane appears on the right side of the screen.

Earch ror:

Icat | [ =t} "

Search in:

Al colectons vl . Enter word or phrase that describes the image you are looking for in the Search for:
Results should be:

|F\II media file types v |

window and click on Go.

Scroll through the list of images that match your description and click once on the

thumbnail of the image you wish to insert.

O
The image will appear on your slide with "handles" around it. 1

@ Crganize clips...
013 Clip art on OFfice Online

(@) Tips for finding clips
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Relocate/resize/recolor the image as you wish.
To relocate:
= (Click and hold down the mouse button anywhere inside the image.

= Dragitto a different location and let go of the mouse button.

To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip changes
to a double-headed arrow).

= (Click and hold down the mouse.

= Dragthe mouse in a diagonal direction to shrink or expand the image, and let go of the

mouse button.

Import an Image from the World-Wide Web

If you find an image on the Web that you want to include in your PowerPoint presentation,
At the website:

= Position the mouse on the image and click on it with the right mouse button.

= Choose Save Image As... from the pop-up menu. (Use your left mouse button this time!)

= Choose where on your computer you wish to save the image from the Save In window.

= Ifyou wish, you can overwrite the given filename listed in the File name window, or you can stick with the given file

name already assigned to the image.

= (Click on Save.

In PowerPoint:
= Click on the Insert tab and choose Picture from the Illustrations group. |
*  Find the location of the image on your computer using the Look in: window.

= (Click on the image thumbnail and click Insert.

Insert Picture

Lookin: ) Sample Pictures
5 MyRecent | | =
9 pocuments
. -
= My
D poauments
QM
B ke Blue hills Water llies Winter
My Network
.
htaces
File name: v
Files of type: |l pictures v/

Relocate/resize/recolor the image as you wish.
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To relocate:
= (Click and hold down the mouse button anywhere inside the image.

= Dragitto a different location and let go of the mouse button.

To resize:
= Position the mouse pointer tip directly over any of the corner handles (the tip changes to

a double-headed arrow).

=  (Click and hold down the mouse.

= Dragthe mouse in a diagonal direction to shrink or expand the image, and let go of the

mouse button.

Adjust Images Using Picture Tools

= The Picture Tools (Format) tab appears when an image is selected (has handles around it). Click once inside the

image if no handles appear.

() HY-0 - Why I Love Cats - Microsoft PowerPoint Picture Toals - O

— Home Insert Design Animations Slide Show Review View Add-Ins

| Format

P Picture Shape N to Front |i> -

P
% Brightness » | Compress Pictures & £l .
W brightne ,4 mpr ictur = ,._»’J ;]J =

—— m— | — Tw—— —
(D Contrast ~ ?1‘4 Change Picture ‘ ‘; ‘ g d d b 2 Picture Border v B S

% 5 - & oo Crop —=1333"
\f{g Recolor "‘j Reset Picture T Picture Effects rly Selection Pane oA a4 833

Adjust Picture Styles F Arrange Size F]

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
=  Place the mouse pointer tip over the various icons (without clicking) and a description box appears, identifying

what each one does. (Most are self-explanatory.)

To crop the image: |

=  C(lick on the Crop icon on the Picture Tools tab.

L

= The handles surrounding your image change shape.

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape of a crop t"
tool as it nears a handle, and then assumes the same shape as the handle when positioned directly over it.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that you can see
what portion is being cropped.

= Release the mouse button when finished cropping.
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= To turn off the Crop tool, click again on the Crop icon.
NOTE: If you overcrop your image, you can “uncrop” by clicking on the same handle and dragging it outward.

Cropped portions of your image will return to view.

Online Image Attribution
Create a text box beneath or next to your image and add the source information.

= Always cite the source of your online image. Use the following formula for proper attribution:

o Author. (Year). Title. [Online image]. Retrieved Date from URL

Insert a Scanned Image

If you’ve scanned and saved an image such as a family photo from a page that you’d like to include in your
presentation,

In PowerPoint:

Insert Picture ‘E‘gl
»  Click on the Insert tab and choose Picture from @ Sreg coaon 90 A Xua
the Illustrations group. e = =

®

sktoy

=

=  Find the location of the image on your computer

o
7

Instant Messenger Program

|

¥

using the Look in: window.

My

=]

ocuments

3

=  (Click on the image thumbnail and click Insert.

@

[

F
=

omputer

i

My Network
Places

Relocate/resize/recolor the image as you wish.

File name: ‘ v ‘

Files of type: | al pictures ]

To relocate: R

= (lick and hold down the mouse button
anywhere inside the image.

* Dragitto a different location and let go of the mouse button.

To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changes to a double-headed arrow).

* (Click and hold down the mouse.

= Dragthe mouse in a diagonal direction to shrink or expand the image, and let

of the mouse button.
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Adjust Images Using Picture Tools
»  The Picture Tools tab appears when an image is selected (has handles around it). Click once on the image if no

handles appear.

N . = : :
(Dv H9-0 - Why I Love Cats - Microsoft PowerPoint Picture Tools - =
Home Insert Design Animations Slide Show Review View Add-Ins l Format
. e i e ring to Front = v I 2R v
G Brightness ,g{\_omprass Pictures T — —_— - P — _j) Picture Shape 4; Bring to Front = Bal i “E'J e -
(D Contrast ~ '3 Change Picture ‘d\ ‘d p—1 ; d d ~| 2. Picture Border v || 24 Send to Back ~ [f] ~ i
: L | om— v — Crop — 3 =
{Qg Recalor = "E Reset Picture T | ! Picture Effects ':‘:Q Selection Pane  SA~ s 833 X
Adjust Picture Styles F] Arrange Size ]

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
= Place the mouse pointer tip over the various icons (without clicking) and a description box appears, identifying

what each one does. (Most are self-explanatory.)

To crop the image: Bl

=  C(lick on the Crop icon on the Picture Tools tab.

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape of a crop ﬁ
tool as it nears a handle, and then assumes the same shape as the handle when positioned directly over it.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that you can see
what portion is being cropped.

= Release the mouse button when finished cropping.

= To turn off the Crop tool, click again on the Crop icon.

Hyperlink to a Web Site Containing a Video Clip

A hyperlink allows you to move seamlessly between your slide and another slide in your presentation, another
PowerPoint presentation, a program file such as a Word document, a website, etc. A hyperlink is created using a
designated object such as a text box or an image on your slide that you'll click on to initiate the hyperlink. If

hyperlinking to a website containing a video clip, clicking on that object launches your internet browser and takes you
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directly to the website containing the video clip. (You'll probably want to copy the web address using Ctrl-C so you

can paste it into the Address field in PowerPoint’s Hyperlink

= (Click once directly on an object, or highlight a segment of text, that will serve as the link to the web page

containing the video clip.

B ‘ Insert | Design Animations Slide Show Review
e ) == s :
GG R =0 ] I:;I
ire Clip Photo Shapes SmartArt Chart Hyperlink | Action
At Album~ - -
: Nlustrations Links
=  Click on the Insert tab and choose Hyperlink from the
. Insert Hyperlink 2\@
Links group. Bk Twitto deien
*  Click on Existing File or Web Page under Link to: et o Lk [ Documens v@ @
“WebPage _— _)va:dm
=  Enter the web address in the Address field and click Folder jmv.a;s
Place in Ths
OK. ||| st
Create New Recent
Document Files
{ |M&gss: hittp: [ v gueume. adufibrary V! I
E-mad Address
-(mcel
To see the video clip: N
You must be in Slide Show view and not the editing screen.
. . [ \ = O " = ]
= (Click on the Slide Show tab and choose f 03 ) KNS -
. o . - Home Insert Design Animations Slide Show
either From Beginning or From Current e ‘ -
= I ; [e=) o ] ¥ C
Slide from the Start Slide Show group. __:'E) I i"j =] |2 To] ©- h‘j SECIda
. ) , = == = == (&7 Rehearse 1
= (Glide the mouse over the object or text you've From From Custom Set Up Hide
dtoh link £ dthe o - Beginning}Current Slide | Slide Show ~ || Slide Show Slide ¥ Use Rehea
used to hyperlink from and the pointer wi Ttart Slide Show Set Up

change to a hand with a pointing index

finger.

Click once on the object or text to launch your internet browser. Your page will display and you can run the clip.

When done, close the browser to return to the slide show.

Re-arrange Slides in Your Presentation Using the Slide Sorter

Click on the View tab and choose Slide Sorter from the Presentation Views group.

L!n " s | E FUwWEIFUnIn L,'t'::lgll llfJb CA DUl UJEDILY L UII inUL
)

J Home Insert Design Animations Slide Show Review |4 View Adt
Ruler |'\{ Jli [i
- Gridlines ' ™

Notes  Slide Slide Handout MNotes : y Zoom Fitto
Page Show | Master Master Master Message Bar Window |

Presentation Views Show/Hide Zoom
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The Slide Sorter displays the slides of your presentation side-by-side in miniature. Depending on the number of

slides in your presentation, some or many of the slides may be out of view. (If so, you'll notice the vertical scroll bar

on the right, which you can use to navigate through the presentation.)

Ay = Ruler ”i.Color iﬂ = Arrange All =
@ l - Gridlines Q @ &= Grayscale T Py cascade @

Norma Slidei fotes  Slide Slide Handout Notes Zoom Fitto

: New Switch Macros
Sorter | |Page Show | Master Master Master Message Bar Window || el Pure Black and White || window = Move Spiit | Windows ~

L Presentation Views Show/Hide Zoom Color/Grayscale Window Macros

Learning Objectives

v Sgecoent
o Animation
» Seformyoureret

[Effective PowerPoint Layout and design i o B

The Epidemic of
Childhood Obesity The Epidemic of The Epidemic of The Epidemic of

Childhood Obesity Childhood Obesity Childhood Obesity

(nzi

N
The Epidemic ~ The Epidemic

o = i
Childhood Obesity » = Childhood Obesity 2rif - Arial 40 points.
cames. Arial 44 points

Pstient Educstion Committee
Further Information

Title Case for Titles TITLE CASE FOR TITLES

g

=  Position the mouse pointer over the slide you wish to relocate, and then click and hold down the mouse.

As you drag the mouse around the screen, a thin vertical line follows, moving between the slides.

= When the thin line is in the location you wish to move the slide to, let go of the mouse button.

To restore single slide view:

= Double-click on a slide to restore single slide view.

The slide you double-click on will appear in single slide view.
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Create Slide Transitions

= (Click on the Animations tab.

= Glide your mouse over each of the transition effects located in the Transition to This Slide group to preview them

on your slide.

= Note the vertical scroll bar to the right; there are more effects to preview than are currently in view.

VVITY 1 LUVE L«

LD T IVHLI UDUIL FUWEL FUIIIL

[No Sound]

Scroll Bar

Animations Slide Show Review View Add-Ins
— ity Transition Sound:
‘ " :gf' = - 321 Transition Speed: Fast
% i3l Apply Ta All
o Transition ta This Slide
Transition effects

= (Click once on an effect

to select it.

= To apply the transition to the entire presentation, click on Apply To AlL

View Your Presentation

41

d9-0

Insert

Home

2

From
Current Slide

|

From
Beginning

Design

[=]
=

Custom

I Slide Show ~

Start Shide Show

= (Click on the Slide Show tab.

Animations Slide Show
A = = \J =
-Q- ~ @Record Nz
9 (57 Rehearse’
SetUp  Hide
Slide Show Slide ¥ Use Rehe:
Set Up

~ | Advance Slide

v | ¥ On Mouse Click

Automatically After:

00:00 o

v

= (lick on From Beginning to view the entire presentation or From Current Slide to view from the current slide

onward.

= (Click on the left mouse button to advance from slide to slide.

* [fyou have animated your bullet list, clicking on the mouse brings up each successive bullet.

=  Atthe end of your presentation, a black screen appears, with the message: End of slide show, click to exit.

*  C(lick once more to return to the editing screen.

NOTE: To move backwards in your presentation, simply press the Backspace key.

NOTE: You can press Escape on the keyboard at any time to exit the presentation. The slide currently being displayed in

Slide Show view will appear on the editing screen.
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Print Your Presentation

. . . . 3 - Preview and print the document
=  Click on the Microsoft Office button and choose Print. ] e B
. ) > *Zu Select a printer, number of copies, and
* Selectyour printer, the number of copies, etc. J Qoen other printing options before printing. :
-2 Quick Print |
. . . v #5399 Send the presentation directly to the
= Ifyouare using a black and white printer, select the Grayscale b default printer without making changes. I
- 5 Print Preview
. . . Save A ’ i O 3 .t g
option in the lower left corner of the print menu. B e | (Q s bt
et |
«  Click OK. | |
z Prepare >
Print rz_\g} |
Printer ﬁ Send ¥
Home: | % Mirosoft XPS Document Writer v | [ Broperties A eusisn >
Satus:  Ide s
Type: Microsofit XPS Document Wrier G G, ;
Where: XP5Port: | Close
Commenk: [ priek to file e
| 23 PowerPoint Options | | X Exit PowerPoint |
Print range Copeas C— =
©a O Current side Number of copies:
1 B
Enter side numbers and/or skide ranges, For exampls, l l
1,3,5-12
V] Collate
Print what: Handouts
Slides v (D[B)]
B[
Color/grayscale: s
Color | v e
P — ] Scale to fit paper
[ Frame sides [CJHioh quaity
o J [ come

Print Audience Handouts @~

Print rilg|
PowerPoint allows you to print handouts of your slides for your Printer
d The hand lud d f lid bame: o Mirosoft XPS Document Writer v Broperties
audience. The handouts include reductions of your slides; you can :
y Y e TS
choose to display 2, 3, 4, 6 or 9 slides per page. Solnind ol Dlpritto e
Print range Coples
(OF-] O Gurrent side Number of coples:
1 s
=  C(lick on the Microsoft Office button and choose Print. O sides: oo
Er;e;slige numbers andfor shde ranges, For example, l
=  Click on the down arrow by the Print What window. [l “cotste
| Print what: I Handouts
= Choose Handouts. [Handouts vl sidesperpdg: [6 v oo
o ] Order: D HoMgatal Overtcal |5
= Click on the down arrow by the Slides per page window. Outis Viw FSese o pper
) [“IFrame sAdes [Irigh gualy
= Select the number of slides you want to appear on each page.
ot N

= Below the Slides per page window, you can select whether you

want the slides to be ordered horizontally or vertically.

*= C(lick OK.

Create/Print Speaker Notes

To create Speaker Notes:
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= C(lickin the Click to add notes pane directly beneath your slides to add notes

Click to add notes

To print Speaker Notes:
Enter side numbers and/or shide
= Click on the Microsoft Office button and choose Print. 1,3512
=  Click on the down arrow by the window labeled Print What. Print what: H
Shides v

* Choose Notes Pages. i
*  Click OK. ﬁm_]
]

A reduction of your slide appears at the top of the printed Notes -

Page and your typed

speaker notes appear underneath.

Spell-Check Your Presentation
nEa -
=  Click on the Review tab and choose Spelling from Y tome e oesion sninatons i snow _ the

Proofing group. [g ﬁj, HE aé?) VAJ : Z _4! A

Spelling Hesearch Thesaurus Translate Language New Edit Deleti

= MS PowerPoint stops at the first misspelled (or Markup | Comment Comment

Proofing Comments

unrecognized) word, if any. Here, you can:
=  Scroll through the Suggestions list and click on the correct spelling
OR
= Type your own correction in the Change To window.
=  Then click on Change or Change All (instances of that misspelling). The word's spelling is automatically
corrected.
OR:
= Choose Ignore or Ignore All (instances of that spelling) if the word is correctly spelled.

=  When the Spell-check is complete, you are prompted to 'Click OK'.

Get Online Help
Tolook up a topic: -
=  C(lick the Help icon, located directly beneath the x in the upper right corner of the screen. 1 @

= Type a topic (no need to click anywhere first).
= Choose Search.

= C(lick on an item from the list of topics that Online Help displays.
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= Read the information in the description box and click on the x in the upper right corner of the description box when

done.
Exit PowerPoint @ H9-0 ¢ Why I Love Cats - Microsoft
= (lick on the Microsoft Office button and choose Exit N ew SeceptDocumenty
ro— 1 Whyllove Cats
POWerPOint. O 2 effective powerpoint 3-5 Newest
= 3 PowerPoint Design Tips Ex Sci obesity
H A 4 broken clocks
. 1 - S My Presentation
NOTE: If your most recent changes to the presentation have not k’x{
T Save As »
been saved, you'll first be asked if you want to resave. =
print ’

27| Prgpare »

Close Your Presentation, without Exiting PowerPoint g e
= (lick on the Microsoft Office button and choose Close. L/ Publish
Close

NOTE: If your most recent changes to the presentation have not ) PowerPoint Options

been saved, you'll first be asked if you want to resave.

Open a Saved Presentation @ H9-0 s
= Click on the Microsoft Office button and choose Open. e Recent Documents

Lo 1 Whyllove Cats
=  Click on the down arrow by the Look In window. So— 2 eftective powerpoint 3.5 Newest

= = 3 PowerPoint Design Tips Ex Sci obesity
= Scroll until you find the location of your file and click on it. ” 4 broken docks

H s S My Presentation
= (lick on the file in the window below. -

Hﬁ Save A »
* C(Click Open. s

u__” Print 4

27| Prgpare »

m‘ Send 4
o’/ Publish »
=

Close

1) PowerPoint Options | + XX Exit PowerPoint
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1. Create a Presentation: Insert and Format Slides
e Insert Slides:

o Learn how to add new slides to a presentation. Slides can be inserted in various layouts, such as title
slides, content slides, and blank slides. Choosing the right layout for each slide is essential for a well-
organized presentation.

e Format Slides:

o Understand how to change slide backgrounds, apply themes, and adjust layout formats. Formatting
might include applying a consistent color scheme, setting background images, and customizing design
elements for a cohesive look.

2. Modify Slides, Handouts, and Notes
e Modify Slides:
o This includes editing slide content, adjusting layout positioning, and making changes to elements on
each slide. You might adjust titles, bullet points, images, or tables to enhance clarity.
e Handouts:
o Learn how to create handouts, which are printed versions of slides with room for notes. These are
useful for audience members to follow along or take notes during the presentation.
¢ Notes:
o Notes can be added to each slide to assist the presenter. These notes are visible to the presenter during
the slide show but hidden from the audience.

3. Change Presentation Options and Views
¢ Presentation Views:
o Understand different views, like Normal View, Slide Sorter View, Reading View, and Slide Show View.
Each view serves a purpose, such as organizing slides, rearranging the order, or previewing the show.
e Options:
o Adjust settings like the orientation (landscape/portrait), slide size, and display settings to optimize for
different viewing platforms or projector setups.

4. Configure a Presentation for Print
e Printing Options:
o Configure settings for printing slides as handouts, full-page slides, or with notes. You can choose
layouts (e.g., 1, 2, 3 slides per page) and adjust printing options for black and white or color printing.

5. Configure and Present a Slide Show
e Setup Slide Show:
o Learn how to configure settings for a slide show, such as setting up automatic timings, loop options, or
custom shows (e.g., selecting only specific slides for the presentation).
¢ Presenting Tools:
o Use presenter view tools, like a timer, laser pointer, and slide navigation, to present smoothly.

6. Insert and Format Text: Insert and Format Shapes and Text Boxes
o Insert Text:
o Learn to insert text boxes and format text within them (e.g., font, size, color, alignment). Text boxes can
be used for titles, content, or labels for other visual elements.
e Shapes and Text Boxes:
o Shapes (e.g, circles, rectangles) can enhance visuals, and text can be added within shapes for impact.
Formatting includes adjusting size, color, line style, and shadow effects.

7. Insert and Format Images
e InsertImages:
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o Add images from a file or online sources. Images can illustrate points and enhance the visual appeal.
¢ Formatting Images:
o Modify image size, crop, add borders, or apply effects (e.g., shadows, reflections). Proper formatting
ensures that images align with the overall design and purpose of the presentation.

8. Order and Group Objects
¢ Order Objects:
o Arrange objects (text, shapes, images) in layers, sending items to the front or back as needed. Layering
can make certain elements stand out while others recede.
¢ Group Objects:
o Group multiple objects so they can be moved or formatted as a single unit. This is useful for creating
consistent layouts and saving time when adjusting elements.

Unit 2: Tables, Charts, SmartArt, and Media (5 Lectures)
1. Insert and Format Tables
o Insert Tables:

» Learn to add tables to slides for organizing data. Tables are ideal for presenting structured

information like comparisons, lists, or statistics.
o Format Tables:

» (Customize the table’s appearance, including adjusting cell colors, borders, text alignment, and
font styles. You'll also work on adjusting row/column size to make the data readable and
visually appealing.

2. Insert and Format Charts
o Insert Charts:

» Add charts to visually represent data in formats like bar charts, pie charts, line charts, etc.

Charts help communicate complex information quickly.
o Format Charts:

» Adjust the chart style, colors, labels, and axes. Formatting includes changing the chart type,

data labels, and legends to enhance clarity and design.
3. Insert and Format SmartArt Graphics
o Insert SmartArt:

» SmartArt offers various pre-designed diagrams for showcasing information visually, like
process flows, hierarchies, and relationships. This feature makes complex information easier to
understand.

o Format SmartArt:

» (Customize SmartArt by changing colors, styles, and layouts to match the presentation’s theme.

You can also add or remove shapes within SmartArt to fit the information.
4. Insert and Manage Media
o Insert Media:

*» Learn how to add audio and video clips to enhance engagement. Media can include sound

effects, background music, or short videos that support your presentation’s content.
o Manage Media:

» Adjust media settings like start/stop points, playback options, volume, and looping to create a
seamless experience. Managing media ensures it plays smoothly and doesn’t distract from your
main message.

Unit 3: Transitions and Animations (5 Lectures)
1. Apply Slide Transitions
o Slide Transitions:
» Add transitions between slides to create a smooth or impactful change from one slide to
another. Transitions include options like fades, slides, wipes, and more advanced effects.
o Transition Options:
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» Customize transition speed and apply unique transitions to certain slides or to all slides for

consistency.
Animate Slide Content
o Animation Effects:

* Apply animations to individual elements (text, images, shapes) within slides to control when
and how they appear. Animations include effects like entrances, exits, emphasis, and motion
paths.

o Customize Animations:

» Adjust animation duration, sequence, and effects to keep the presentation dynamic without

overwhelming the audience.
Set Timing for Transitions and Animations
o Timing Control:

» Set specific timings for animations and transitions, allowing you to control the flow of content,
whether manually advancing or automatically timed. This is helpful for pacing and audience
engagement.

o Rehearse Timings:

» Use the “Rehearse Timings” feature to practice and finalize the duration for each element,

enabling a smooth and polished delivery.
Working with Bullets and Numbering
o Format Bullet Points and Numbering:

» Customize bullet and numbering styles to enhance text readability. You can adjust font, color,

size, and alignment, making lists easy to follow and consistent with the presentation style.
Working with Different Views
o Views for Editing and Presentation:

» Understand views like Outline View (for organizing text), Slide Sorter View (for arranging
slides), and Reading View (for previewing without full-screen mode). These views are crucial
for editing and organizing slides efficiently.

Working with Slide Master
o Slide Master:

* The Slide Master controls the default layout and design of the presentation. You can set
universal elements like fonts, colors, logos, and placeholders across all slides, ensuring a
consistent style.

o Modify Slide Layouts:

» Adjust layouts on the Slide Master to create custom slide templates that fit the presentation’s

specific needs.
Slide Show Options
o Custom Slide Shows:

» (Create custom slide shows to tailor content for specific audiences by selecting specific slides to

present, or rearranging their order for different presentations.
o Set Up Slide Show Options:

» Configure options like looping, show type (kiosk mode or presented by a speaker), and

start/end slide selection to align with presentation goals and audience needs.
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Practical Exercises
1. Creating a Title Slide
o Goal: Practice creating an introductory slide.
o Steps:
= Open a new presentation.
= Insert a title slide and add a title and subtitle.
= Apply a background, theme, or color to make the title slide visually appealing.
o Tip: The title slide is usually the first impression, so keep it simple yet attractive.
2. Creating Slides Using Layouts
o Goal: Learn how to use slide layouts to structure content.
o Steps:
= Add new slides to the presentation using various layouts (e.g., Title and Content, Two
Content, Comparison).
= Add sample content (like headings, bullet points, or images) to demonstrate each layout.
o Tip: Experiment with different layouts to see which best fits the type of content.
3. Create a Presentation with 5 Slides and Save It
o Goal: Build a short presentation and practice saving it.
o Steps:
= Create a new presentation with five slides, using various layouts and content (text, images,
charts).
= Once done, go to File > Save As and save the presentation on the desktop.
o Tip: Use this opportunity to practice slide consistency with fonts, colors, and alignments.
4. Demonstrate Slide Transitions and Animation
o Goal: Add transitions between slides and animations within slides.
o Steps:
= Select a slide, then apply a transition (e.g., Fade, Push, Wipe) from the Transitions tab.
= Next, select elements on a slide (like text boxes or images) and add animations (e.g., Appear,
Fly In).
= Adjust transition and animation settings for smooth presentation flow.
o Tip: Avoid excessive animations—use them to emphasize key points only.
5. Insert Slide Number, Date, Header, and Footer
o Goal: Add organizational elements to your slides.
o Steps:
= Go to Insert > Header & Footer.
= In the dialog box, select Slide number, Date and time, and add custom text in the Footer.
= Apply these to all slides or specific slides as needed.
o Tip: Headers and footers can help identify the presentation version or topic during printouts.
6. Demonstrate Rehearse Timing
o Goal: Practice setting up timed transitions to improve pacing.
o Steps:
= Go to Slide Show > Rehearse Timings.
= As you progress through each slide, adjust the time it stays visible based on your speaking
speed.
= When finished, save the timings and preview the slide show to see the pacing.
o Tip: Rehearsing with timings can help create a smoother flow for automated presentations.
7. Demonstrate Master Slide
o Goal: Use the Slide Master to set up a consistent design for all slides.
o Steps:
= Go to View > Slide Master to open the master view.
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= Adjust the theme, font, colors, or add logos/text that should appear on all slides.
= Close Master View to apply these settings across the entire presentation.
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