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Course Objectives

This class introduces users to Microsoft PowerPoint and its many features. In this class, users will:
= Understand basic PowerPoint terminology and features
= Open, close, create, and save a presentation
= Format fonts and objects
= Insert images, such as clip art, pictures and WordArt
= Insert and format charts and tables
= Modify the slide layout, design, background, and masters
= Apply slide transitions and animations
= Insert slides from other PowerPoint and Word files
= Print slides and handouts

Getting Started

When communicating ideas to a co-worker or a large audience, the P [ e EE PR
message is more effective when it is accompanied by visual elements. Countics with Pupulations of 75,000 - 500,00t
Microsoft PowerPoint combines text, graphics, audio and video to create
presentations that express ideas clearly and professionally.

Starting PowerPoint

To start the program, double-click the Microsoft PowerPoint icon on the
desktop. If an icon is not on the desktop, click START > ALL PROGRAMS>>
MICROSOFT OFFICE = MICROSOFT OFFICE POWERPOINT 2007. atiighbinds @ Alachun @ Average @ Monroe

Millage Hae

PowerPaoint Views

PowerPoint presentations can be viewed in several different ways. To see the different view options, click on
the viEw tab on the ribbon or use the TAskBAR (bottom right). A description of the four view options are listed
below.

A EPEF-Om © Exercise.ppt |Compal

Home Insert Design Animations Slide Show Review

=

E@E‘ ':E [¥] Ruler C% [ETEE'F@_ e—u ﬂ E

= [ Gridlines
Marmal| Slicde  FMotes  Slide Slide Handout Motes Zoom  Fitto
Sorter  Page Show | Master Master Master Message Bar Window

1. NORMAL: primary working view. Best used for working with one slide at a time. This view displays a
large image of an individual slide. It also includes the Outline tab, the Slides tab, and the Notes
pane.

2. SLIDE SORTER: Displays thumbnail images of all slides in a presentation. From this view, slides can be
added, deleted or rearranged. Also, transitions, animations and timings can be applied.

3. NOTES PAGE: Displays the notes page for the selected slide, from which speaker notes can be added
to each slide.

4. SLIDE SHOW: Runs the slide show in full screen mode. The button on the viEw tab starts the slide
show from slide 1. The button on the TASKBAR starts the slide show from the currently selected slide.
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NORMAL SLIDE SORTER

WP - Mo

County Budget Proces:

+ Bulmcod bt
« TR Trushin W)
« Tors pubc haariegs 1o scbopd nllage rates i i

SLIDE SHOU

County Budget Process

0 Florida Statute requirements
= Balanced budget
= TRIM {Truthin Millage)
= Two public hearings to adopt millage rates and budget

© Multi-year budget (two year)

o Generally accepted accounting principles (GAAF)

Reordering & Deleting Slides
You can quickly reorder slides by clicking and dragging them to the new desired location:

= Normal view: On the sLIDES tab, select a slide thumbnail and drag the selection to a new location
= Slide Sorter view: select a slide thumbnail and drag the thumbnail to a new location

To delete slides from either slide sorter or normal views:

= Normal view: Here you have three options...
0 On the sLIDES tab, select a slide thumbnail and press delete on the

keyboard [ o T

o On the sLIDES tab, right click a slide and select DELETE = (Sl
. . EReset
0 Click the DELETE button on the HOME tab in the SLIDES group
= Slide Sorter view: L Slides
0 Select a slide thumbnail and press delete on the keyboard or right click and select delete
0 Click the DELETE button on the HOME tab in the SLIDES group

Mew
Slicde~ % Delete

You can select multiple slides in a row by pressing sHIFT while clicking the slide icon. You can also select slides
that are not next to each other by pressing cTrRL while clicking. You can then reorder, cut, copy, or delete the
selected slides simultaneously.
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Running a Slide Show
A great way to illustrate what PowerPoint can do is to see a completed presentation in SLIDE SHOwW Vview. Below
are some key terms to take note of and keyboard shortcuts used to control the slide show.

my SLIDE: Each "page" in PowerPoint is called a "slide". The default slide orientation is landscape.

my DESIGN THEME: To make your presentations more visually appealing, PowerPoint provides you with
many choices of slide themes. These themes include different font formatting, background colors and
accent shapes.

m TRANSITION: A special effect which occurs when PowerPoint moves from one slide to another.

v ANIMATION: A special effect which is applied to text or objects within a slide.

SLIDE SHOW CONTROLS
Keyboard Shortcut Action

SPACEBAR, N, ENTER, PAGEDOWN, Advance to next slide or perform next animation
RIGHT ARROW, DOWN ARROW, Or
MOUSE CLICK

PAGEUP, BACKSPACE, P, LEFT Return to the previous slide or perform the previous

ARROW, UP ARROW animation

<number=>, then press ENTER Go to slide <number>

B Oor PERIOD Display a black screen, or Return to the slide show from a
black screen

W or COMMA Display a white screen, or Return to the slide show from
a white screen

S or PLUS SIGN Stop or restart an automatic slide show

ESC End a slide show

HOME Return to the first slide

CTRL + P Change the pointer to a pen

ESC Change the pointer to an arrow

Right Click During the Slide Show
You can also right click while viewing your slide show to navigate between slides, exit the slide show, and
other options.

Hext

Previous

Goto Slide 3

Soreen 4

Painter Options »

Help

End Show
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Choosing a Design Theme

The first step in creating a PowerPoint presentation is choosing a basic design theme. The theme provides a
color scheme and background. Once the theme is chosen, new slides and content can be added, along with
different slide layouts. Later, animations and slide transitions can be applied. To begin the process of selecting
a theme, click the oFFICE BUTTON = NEW. In the NEW PRESENTATION task pane, select from the following options
listed below:

New Presentation

Templates fad ‘@ ‘ h M ft OFfi s&faF H_)” Apex
Blank and recent

Installed Themes

Installed Templates

>

Installed Themes |
My templates...

Hew from existing...
Miaosoft Office Online

sEmEE-
Featured

Agendas
a Aspedt
Award certificates

Calendars

} Qpen Content sides

Design slides All Aa

Diagrams
o
Bvcines mosmen | [

Flyers

- Civic Concourse
Greeting cards

Invitations

Invoices

pene i vem— _

&2
&3

Blank and Recent
Creates a blank, black and white presentation. This is the default presentation which appears after PowerPoint
is opened. You can always apply a colorful design theme later to any blank theme.

Installed Templates
These templates offer presentations with existing content and/or guides to creating effective presentations.

Installed Themes
Colorful design templates which contain pre-set color schemes, graphics, custom formatting and fonts.

Microsoft Office Online

Templates available for download from Microsoft. Some templates include suggested text and graphs based on
the topic area chosen. With these, simply type over the suggested text with your own custom text. This
method of creating a presentation is appropriate if you are unsure of what to say or how to organize your
presentation.

Applying a New Design Theme

At any time you can change the design theme from the DEsSIGN tab. The themes are displayed as thumbnails,
but more can be found by clicking on the arrow at the end of the listing. [Further details on themes later]

Presentation15 - Microsoft PowerPoint

Animations Slide Show i i Developer Acrobat

ncmors' |
| A(:l = lE‘Fontsv
B | (G Errects -

Page Slicle
Setup Orientation =

More g)‘
Themes
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Slide Layout

Adding New Slides
Each new presentation template begins with one slide. Adding more text to the first slide will not automatically
"wrap" to a new slide as in Microsoft Word. Additional slides must be added manually. To insert a new slide...

1. Go to the HOME tab and locate the NEw SLIDE button

2. The New sLIDE button is broken out into two parts: top & bottom
. Top: Clicking the top portion of the button will add the TITLE AND CONTENT slide layout
. Bottom: Clicking the bottom portion of the button allows you to choose a SLIDE LAYOUT

About Slide Layout

When adding new slides to a presentation, there are multiple slide
arrangement styles or "slide layouts"” to choose from. These different layouts
contain reserved spaces, or placeholders, for different kinds of text or
graphics. For example, a title area at the top and two content areas below.

— |[EE] Layout ~
=) E

m=| Resat
Mew
. Slide » % Delete
In PowerPoint, content refers to: e

= Bulleted List

= Table i

.+ Chart T Cormer T
i S| Reset

= SmartArt Graphic et 2 es. e ——— T

- Picture Slicle - | % Delete

= Clip Art Office Theme

= Media Clip (Movie)

Once the layout is chosen, simply type over the "Click to add title" and -
"Click to add text" to add your own custom text. list, and click on a link Title Slide Title and Content  Section Heacler
in the picture area to browse for the desired picture to insert it. Slide
layouts apply a consistent look to a presentation by arranging text and
visual elements in similar locations from slide to slide.

Two Content Camparisan Title Only
About Placeholders

Text and objects on slides are located in placeholders. Placeholders are
the boxes with dotted or hatch-marked borders that are part of most
slide layouts. In essence, they are simply text boxes which divide the
slide and await user input in the form of text or other objects. You can Blanl
format, move, and resize the placeholders as needed. In general,
however, if you want to keep a consistent look from slide to slide, it's
best to refrain from modifying the size of the placeholders.

( Ficture with
Caption Caption

Duplicate Selected Slices

U 5

Slides from Dutline..

[ii

Eeuse Slides..

Move a Placeholder: Point to the border of the placeholder until you see a four-headed arrow, then click and
drag to the desired location

Re-Sizing a Placeholder: You can modify the size of the placeholder by click and dragging on the sizing
handles in each corner and each side

Modifying Existing Slide Layout
A slide's layout can be changed even if it already has text or other objects on it. The following buttons are
found on the HOME tab in the SLIDES group:

, |7=| Layout =
= Layout: To modify an existing slide's layout { | -
B=| Reset
= Reset: To restore the default location and sizing of placeholders [ e

ila~ % Delete
= Delete: Removes the currently selected slide Slice
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Working with Text

Adding Text in Normal View

To add text to the Slide, click in a text placeholder on the slide and start typing. If you have a few extra lines
of text that do not fit in the placeholder, PowerPoint automatically tries to fit the text within the placeholder
using the AutoFit feature. If you prefer, you can turn off this feature

Turn Off Text AutoFit
1. Go to the ofFriIceE BUTTON (big circle at top-left) and select POWERPOINT OPTIONS

2. Select the PROOFING category then click AUTOCORRECT OPTIONS
3. Click the AUTOFORMAT AS YOU TYPE tab.
4

Under APPLY AS YOU TYPE, clear the AUTOFIT TITLE TEXT TO PLACEHOLDER and AUTOFIT BODY TEXT TO
PLACEHOLDER check boxes.

Adding Text from the Outline Tab

If you prefer to work with the overall text of a presentation in view, you can work in outline format. This
format is most useful when adding text to a slide.

Slides :[ Outhne ﬂ
1. To add text using the Outline tab, click the ouTLINE tab. 1/ Alachua County, Forida -
. . . ) ; ) CIvIC EDUCATION SERIES
2. Click next to the slide icon for the new slide, and type the slide’s title. OFFICE OF MANAGEMENT &

. . . . R BUDGET SEPTEMBER 2005
3. Press ENTER. A new slide is inserted rather than creating a bulleted list on z[-| County Budget Process

. - . . 3 ] County Budget Process
the previous sllde_. To correct '_chls, press the TAB key._ This demotes the « Florida Statte requirements
new slide to the first bulleted item on the previous slide. Now you can OBalanced t;:dget .

. . - - - - OTRIM i i
continue adding text to the slide as you did to the previous slide. ol pﬂﬁ’[ he'griﬂ'gjgfj)adupt

4. To create a new slide, you can press ENTER. mlagerates:and buidget
= Multi-year budget (two year)

Selecting Text From the Outline Tab

* Generally accepted accounting

Even if you don't use the Outline tab to enter text, it does have benefits. It is principles (GAAR)
handy if you need to copy the contents of a single slide or all the text in an entire 4/~ | County Budget Process
presentation . & County fiscal year (FY) begins

October 1 and goes through
Septermnber 30

H H . H H H H H OSame as Federal and most
= Select All Text on a Single Slide: Click the slide icon in the Outline lncal governments
pane

= Select All Text in Entire Presentation: Press cTRL + A in the Outline pane

Formatting & Editing Text
An effective presentation must be both accurate and visually engaging. Using Microsoft PowerPoint, you can
enhance a presentation’s appearance by modifying the text formatting. You can also find and replace fonts,

change capitalization, and check for spelling errors, helping to ensure your presentation is accurate down to
the details.

A Tips for Using Fonts
= By selecting a placeholder (click on its border) any changes made from the

ribbon (e.g. in the FONT group) will apply to everything within the placeholder. @ X =] =) Layout -

.. . . . (=] Il . |
= Limit fonts to no more than 4 different types in a presentation to ensure a P || el
consistent visual message. : {_J ok

= Contrast font colors sharply with the background to ensure readability. 3 of 24 - Clipboard | v x
» Use bold and italic for emphasis only — heavy use diminishes their effectiveness.

lick an item ko paste:

9] Alternative Futures

Copy, Paste and The Office Clipboard

The standard Microsoft Office features of cut, copy & paste also apply in PowerPoint for 80 ol biiget Frofect
moving text or graphics around your presentation. Also, The Office Clipboard can hold

up to 24 separate items, (text or graphics ) which you can paste individually or all at 1] Alachua County, FL
once.

Page 6



Working with Bulleted Lists

By default, text on PowerPoint slides are formatted as bullets. But you can remove the bullets, change the
bullet style or switch to numbered style. Whether you are creating a bulleted or a numbered list, the steps are

the same as below — just substitute "bullets"” for "numbering" in the steps.
Modify a Bullet's Size, Color & Appearance
Bullets appear automatically when you choose many of the layouts. To modify the bullet character:

Select bullets you want to change

Select the desired bullet style (or select NONE to remove bullets/numbering)

For other options, click the BULLETS AND NUMBERING link at the bottom
= BULLET/NUMBER SIZE: enter a percentage in the size box

PP

BULLET/NUMBER COLOR: select the desired coLoRr from the paint bucket

Click ok

BULLET/NUMBER sYMBOL: click customize, then choose the desired symbol

oW View Creveloper Acrobat For

Bullets and Mumbering

On the HOME tab, locate the PARAGRAPH group and click the down arrow next to the BULLETS icon

[3=|=31= ~|| = §E||$E.|“ﬁv || L Bulleted | Mumnbered
i S LS — - - =
L] e - |
4 MNone . Mone . ) .
: * - [s] =
i .
i " a oo a " b o]
] - 0 @ pe | © |
. | @ > o
, [} D L
Size: |70 = %o of kext
> o
> o
> o o ] (corca ]
1 EE Bullets and Mumbering...
Modify a Bullet's Line Spacing iew  View  Developer  Acrobat —
If you want to add space between your bulleted or numbered list, go to the o= Iuﬁv I N OC
=10 - =

PARAGRAPH group and use the LINE SPACING button.

S Y

v Lo

Line Spacing Options...

A Tips for Bullets & Numbering
Press TAB to increase the indent of a bulleted item and sHIFT + TAB to decrease the indent

To start a new line in the same paragraph, press SHIFT + ENTER
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Saving a Presentation

Save your presentation often to avoid the potential loss of data should the power go out or your computer fail.
To ensure a back-up is regularly made, save your file to a network location. To save the presentation:

1. Click the sAvE button on the QUICK ACCESS TOOLBAR

N

3. In the FILE NAME field, remove PRESENTATION1 and type in your

desired file name

4. In the savE As TYPE field, you can choose between POWERPOINT
PRESENTATION Or POWERPOINT 97-2003 PRESENTATION (The former
is the new PowerPoint 2007 format. See below for more

information.)
5. Click save

Specify a file location by clicking the save IN drop-down arrow

6. After you have saved the file with a name and location, you can re-save the file by clicking the save

button on the QUICK ACCESS TOOLBAR

Sen e b Save as Type: 2007 vs. 97-2003
Savejn: wercees - . . .
| = PowerPoint 2007 comes with many new and improved
a il MR rorctss
‘!“.T,:LTA - features. To take advantage of many of these features,
S e PowerPoint must be saved in the new file format. In the
@oeseso SAVE AS TYPE field of the savE As dialog box, the new
S format is simply identified as POWERPOINT PRESENTATION.
g . . .
‘;:m However, PowerPoint 2007 is still backward
j,.,““‘“ compatible — meaning you can open, edit & save files in
- the older format (97-2003). This is also important
because those who do not have PowerPoint 2007 cannot
e —— read files in the new format, therefore saving files in the
R older format is a good idea.
Cance
Compatibllity Mode Microsoft Dffice PowerPoint Compatibility Checker 2Ix
. . The following Features in this presentation are not supported by earlier
PowerPoint 2007 runs in COMPATIBILITY MODE when an older format o
(PowerPoint 97-2003) file is open. The TITLE BAR across the top will display EUCETRE T e WOt e i Ealetlmaty

the name of the file followed by [cOMPATIBILITY MODE]. You can continue
using these files in the old format with PowerPoint 2007.

When you save the file, the cOMPATIBILITY CHECKER Wwill scan the file for any
new features that the old format does not support. From the description,
you can then decide if you want to CONTINUE.

Save a copy of the document

| S adobe e
e,

97-2003

Summary Nurber of accurrences

A chart in this document may contain data in cells outside of the row 1
and colurmn limit of the selected file format, Dats beyond 256 (1) )
colurins by 65,536 rows cannot be saved, (Side 1) el

Check compatibility when saving in PowerPoint 97-2003 formats.

| Continue Cancel

At any time you can take an existing PowerPoint file and save it
"up" to the 2007 format or "down" to the 97-2003 format. These
options are located on the OFFICE BUTTON in the SAVE AS group.
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Images, Shapes & WordArt

Like a well-designed magazine advertisement, a presentation will more easily grab an audience’s attention if it

includes visually appealing elements to illustrate concepts. Using PowerPoint, you can add a variety of images
and stylized text that you can customize to fit your needs.

Inserting Pictures & Clip Art
When you create a presentation, consider adding pictures to improve its appearance and effectiveness. You
can use pictures saved on your computer (e.g. .jpg or .gif file format) or images in the Clip Art Gallery.

Insert a Picture

To insert a picture, click the INSERT PICTURE icon on the content selector in the center of a new slide. (If you
don't see the content selector, modify the slide layout). Then browse for & double click on the desired image.

Insert Picture 23]
Click to add title wckpe [P ¥ @0 % e
B eon. = = -
= [ i
o Click to add text Sew X L
.._-mem Maseatt O Crpanae bl Adatidg Aeeiiics BatmarrRoban
LK
2 e
o
e[ £ L “ =l -
il N
ety
al | o s Bcart
o e [y [r— [e— [s—
| v
- N | s wedl -
Pl g -
Flos of (o apcres -
| Caent

Insert Clip Art
To insert ClipArt, click the cLIP ART icon on the content selector in the center of a new slide. A task pane will

appear on the right. Type your desired clip art image in the SearRcH FOR field and click co. From the available
options, click on the clip art image you like best to add it to the slide.

Clip Art v X

Search for;

Alligator

Search in:

Al collections -

Resulks should be:

Selected media file bypes A

==
=y

Click to add title

» Click to add text

EEE

Format Pictures & Clip Art

Pictures and Clip Art can be easily re-sized or moved after they are added
to a new slide.

= Move: click and drag it with your mouse to its new location
= Resize: click and drag one of the sizing handles in the four corners
= Rotate: locate the green circle and click and drag left or right

= Styles/Effects: Use any of the numerous options on the FORMAT
tab (this tab only appears when the shape is selected)
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@ EFEFE-Um = FY 2006 Budget Overview - Microsoft PowerPoint Picture Tools
Insert

Home Design Animations Slide Show Review View Developer Acrobat Format

ix Brightness = jﬁ: Compress Pictures

L_Cp Picture Shape ~ ‘1’_‘]] Ering to Front = |3 Align =

(@ Contrast = B Change Picture \!—/ \g—/ ‘:‘ ; ; d— = [Z Picture Border ~ || B Send to Back ~ [F] Group

% Recolor = ‘E Reset Picture = ! Picture Effects = % Selection Pane S Rotate =
[

Adding Additional Pictures or ClipArt
If you need to add 2 images, PowerPoint offers other slide layouts to accommodate you. However, if you need
to add more than 2, you'll have to add them from the INSERT tab.

Click to add title

%

* Clickto add text * Clickto add text
| Design Animations
[ — E::ﬂ-l _—__. L, ~ !
] ] £ ) KEl g _,lj 2 =
Table Picture  Clip Phaoto  Shapes SmartArt Chart

> At Album -~ »

Adding Shapes

When you need to illustrate information in a presentation, you can do so efficiently by using the ready-made
shapes available in PowerPoint. Shapes are organized by types, such as lines, arrows, and flowchart elements.
You can insert, format, and arrange the shapes to suit your needs.

Insert a Shape =] Hil
Go to the INSERT tab and select your desired shape from the drop down listing. ’j =l

[hapes Smartart Chart

Recently Lhed Shapes

Format/Modify a Shape
Once a shape inserted onto a slide you can customize it from size, shape, color, etc.

1. Resize: Click and drag on any white resizing handle

2. Reshape: If the shape has yellow adjustment handles, it can be reshaped by
clicking and dragging on the yellow diamonds

3. Rotate: Click and drag left or right on the green rotate handle

4. Color/Effects: Use any of the numerous options on the FORMAT tab (this tab only &=
appears when the shape is selected) e
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e -Om - FY 2006 Budget Overview - Microsoft PowerPoint Drawing Tools
gy
Home Ins:

ert Design Animations Slide Show Review View Developer Acrobat Format
éText Fill = T Bring to Front ~ |2 Align ~

ﬁ \ \' Dlj ﬂEdlt Shape~ | — .‘. ﬁ Shanctillz
] ] A—L—LED‘{} = | Abe Abc ﬂ = & Shape Outline - é’é‘\ A . = gTexti'Jutline' B Send to Back »  TE] Gre

e e = BHreceor ||| . 7| ‘< Shape Effects ~ = Text Effects ~ % Selection Pane S Rotate -

[

Adding Text Boxes
If you want to add text to a slide in a location that doesn’t have a placeholder, you can add a text box. A text
box is a moveable, resizable container that you create for text or graphics. To insert a text box...

1. Go to the INSERT tab and click TEXT BOX
2. Click where you want the text to appear and start typing
3. You can resize and/or move the text box around at any time

FY 2006 Budget Overview - Microsoft PowerPoint

Insert Design Animations Slide Show Review View Developer Acrobat

G E R O N A 5 4 3 Q

Tablz Picture  Clip  Photo Shapes SmartArt Chart Hyperlink Action Text | Header WardArt Date  Slide Symbol Object
At Album=~- - Box _SrEogter ;2 & Time Mumber

Adding WordArt
If you want to enhance a presentation with text that captures the audience's attention, you can insert stylized
text objects called WordArt. To insert WordArt...

Go to the INSERT tab and click WORDART
Select a style from the gallery (this can always be changed later)
Enter your desired text in the resulting text box which reads YOUR TEXT HERE

Use any of the numerous options on the FORMAT tab to alter its appearance (this tab only appears
when the shape is selected)

P wDdPR

&3

Movie Sou

(F e
Date Slide  Symbol Object
& Time Mumber

AAAAA "la
L2 o0 This

AAMAA A
AAAAA
\ A A ! A
AAAAA.

4

WordArt

FE N FY 2006 Budget Overview - Microsoft PowerPoint Drawing Tools

Design Animations Slide Show Review View Developer Acrobat Farmat

ﬁ \ \ [ E Edit Shape ~ R =y » . E % ﬁ ShapeFill = éText Eill > H Bring ta Front = 1= align -

[ A—L—L.EDQ’ b il B =| EZ Shape Outline JE\ A A 7 &Textoutline‘ B send to Back = Ig] Group
3 % Fo A } = Text Bk . £ " i <# shape Effects - A 5| Text Effects = L?I} Selection Pane Dl Rotats -
ts 3 ] /' tyles Pl ang
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Slide Design Themes

After a design theme is chosen and the content is added to the presentation, further enhancements can be
made to the colors and designs.

Change Design Theme for All Slides
The theme for a presentation can be changed at any time. From the DESIGN tab, simply click on any THEME to
apply it to all slides. Notice hovering over the theme thumbnail will preview that theme on the selected slide.

FY 2006 Budget Overview.pptx - Microsoft PowerPoint

—wnimations Slide Show Review View Developer Acrobat

‘ . o - ; [ICoIors -
I-F_Ll i ! [l Ad > FontsY
Page Slide g mmm—— e - [2 ] Effects -

Setup  Orientation =

Change Design Theme for a Single Slide
If you wish, you can change the design theme for a single slide.

1. Select the slide you want to change the design theme for
2. On the DESIGN tab, right click on the desired theme thumbnail and select APPLY TO SELECTED SLIDES

= To apply to more than one slide, change the viEw to sLIDE SORTER and hold down CTRL to
select the desired slides then follow the same process as above

= Keep in mind that when you change the design theme for a few slides within a presentation,
those slides will be excluded from any theme changes you make to the other slides

i Apply to All Slides
Apply to Seleced Slides

Setas Default Theme

Add Gallery to Quick Access Toalbar

Changing the Color Scheme (B colors ) | i ackanind stutes
Most design themes have a default color scheme for text, bullets and other elements. Eaipn

HONEENEN office
BEOOENEEE crayscale
HEODNENEE Apsx

i : - HOEEEEE Aspect
1. On the DESIGN tab, click coLoRrs to expand the list of available color schemes EOEEEEEE v
2. Select the desired color scheme BEOEEEEEE Concourss
EOENEEEN cquity
HOENEENRE Fflow
BEOEEEOEEE  Foundry
= To reset the colors on all slides, click RESET SLIDE THEME COLORS EOEEEEEE edian
HOENCONENE Metro
HEOONENEE Module
HONEECNE opulent
HEONNENCEN oriel
HONECCME  origin
HOREENNNE Faper
HONCOMENE solstice
.D.D.... Technic
| =] [0 | e

| m[ [ [ [ [ [ [WEVGER
EOEEEEEN vere

LCreate Mew Theme Colars..,

However, you can change the color scheme to something more suited to your tastes.
To change the color scheme...

= To change the colors on single slide, right click the color scheme and
select APPLY TO SELECTED SLIDES

- To create your own theme, CLICK CREATE NEW THEME COLORS

Reset Slide Theme Calars
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Changing the Slide Background

You can change the background color or background design on slides. Changing the background is useful if
you just want a simple shade or texture for a slide background and not all the other design elements in a
design theme. Or, you might want to change the background to emphasize sections of a presentation. Besides
changing the color, you can add shading, a pattern, a texture, or a picture.

1. Select the slides that you want to modify
2. Right click on a blank area of the slide (the bottom corners work well) and select FORMAT BACKGROUND
3. There are numerous options to choose from.
= A soLiDFILL in black works well if you only want to display a picture and nothing else.
= Adding GRADIENT FILL can add flair with a solid color fade or two colors
= With PICTURE OR TEXTURE FILL you can add a background picture and then reduce its
prominence with the TRANSPARENCY control
4. Click cLosE to apply the new background to the current slide only, - or - APPLY TO ALL to apply the new
background to all slides

Format Background E|E| Format Background E\E\

[FI" I Fill IHH 1 Fill
Picture || (&) solid fill Ficture | | (%) solid fill

O aradient fil © aradient fil
) Bicture or texture fill (&) Picture or texture fill
o [] Hide background graphics [ Hide background graphics
ﬁ Faste Color: Texture:
F | publish Slides Transparency: | % Insert from:
|
v Euler [ Tile picture as texture
= e Stretch options
Gric ane Guicles.., "
Offsets:
ot 10 1
{E Farmat Background...
Iransparency: J

[ Reset Background | | Close | [ pply to al [ Close ] [ tpplytoat |

Tables, Charts & SmartArt

When preparing a presentation, you can help the audience better understand your message by using tables,
charts, and graphs to illustrate and organize your data. With PowerPoint, you can enter or import data as you
create a variety of graphical elements that will help viewers follow along.

Adding Tables
Some information is better displayed in a table. Aside from being easier to read from the audience perspective
it also is better organized You can create a simple table from within PowerPoint by...

1. On a new slide, use the content selector and click the INSERT TABLE button
2. Specify the number of columns and rows needed, and then click ok

3. Add text to the table and then you can format it from the TABLE TOOLS - DESIGN tab (this tab only
appears when you are working inside the table)

Click to add title

Insert Table E|E|

® Click tg add text H
“ Mumber of columns: |5
|

Mumnber of rows:

[
LIRS

oK ][ Cancel ]
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F¥ 2006 Budget Overview.pptx - Microsoft PowerPoint Table Tools

Animations Slide Show Review View Developer Acrobat Design

[¥] Header Row [T First Column oEEEs CEmes SEEEE Sssss EEs=Es L1 shading - — @ m

|:| Total Row |:| Last Calumn —= Barclers * 1 pt
Banded Rows |:| Banded Calumns ga| b Effects + z Pen Calor =

Draw  Eraser
Table

Adding Charts
A picture is worth a thousand words. Likewise, a chart is a dramatic way of letting your data "tell the story”
graphically. To insert a new chart...

1. On a new slide, use the content selector and click the INSERT CHART button
2. Select your desired chart type (column, line, pie, etc.) the click ok

3. A default chart will appear while also opening EXCEL to enter your custom data (you can copy & paste
data from other Excel spreadsheets into the chart's spreadsheet)

4. When you are finished entering the data, close Excel
5. To format the chart, use the cHART ToOLS tabs (see the layout tab for adding DATA LABELS)

Insert Chart RIx
Click to add title [d Templates Column A
* Click to add text e [% Ez‘:mn I M \@—l @ \M M \M \M
R T
- o] ] oA M) b
= | ..‘ (i) surface vz
- ol 2 7 | ol 2 |
e e ) e ah e el 8
T T

5 -

1 Sarivs 1
2 Category 1 4.3 2.4
3 Category 2 2.5 4.4

Series 2 Senws 3

Click to add title

1 = Series s
2 | B Sz
:  Sariesy
P : +

Catagerys Categorya Catageryy  Categorysy

in o #a w

4 Category 3 38 18

5 Categary 4 45 2.8

B — |

T

8 To resize chart data range, drag kower nghl

~Om - FY 2006 Budget Overview.pptx - Microsoft PowerPoint Chart Tools
ert Design Animations Slide Show Review View Developer Acrobat

i Ia

Change SaveAs Select Edit Refresh
Chart Type Template || Ro lumn Data Data Data
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SmartArt

This feature is new in Microsoft Office 2007 and offers highly formatted shapes & diagrams. Most SmartArt
graphics are designed to contain text. The objects can be further formatted in many styles, including INTENSE,
SUBTLE, 3-D METALLIC and many more). SmartArt is available in wORD 2007, EXCEL 2007 and POWERPOINT 2007.
To insert a SmartArt Graphic...

On a new slide, use the content selector and click the INSERT SMARTART GRAPHIC button
Select your desired graphic type (list, process, cycle, etc.) the click ok
Enter your custom text wherever you see [TEXT]

To format the object, use the SMARTART TOOLS tabs
= Key tools on the DESIGN tab include LAYOUTS, CHANGE COLORS & SMARTART STYLES

= Key tools on the FORMAT tab include SHAPE FILL and SHAPE EFFECTS

P WP

Choose a SmartArt Graphic

Click to add title 4
- : B HE S8 o
'S Ear— p—
Y 3= List — as — s
# Click to add text 9% Process oo
1% cyde [ I i i e @
B Hierarchy = .-
4 .—
j .I s Relstionship “ﬂ Q. E =
il = vt soc HEE ==
Yertical A List
EE A ryramd o — ertical Arrow List
Use to shaw a progressian or sequential
k] [ == steps i a task, process, o workflon
L E— = that move boward 2 common goal.

Works well For bulleted lists of

:u%
% informetin.
| - |

£

i FY 2006 Budget Overview.pptx - Microsoft PowerPoint SmartArt Tools

Home Insert Cesign Animations Slide Show Review View Ceveloper Acrobat Design Format

=] Add Bullet “@ Promote @0
Q‘H

: Rightto Left | 9 Demote
A Change
Shape~ &a layout [ Text Pane Calars =

SmartArt Example 2

Page 15



Importing Slides or Text

Importing Slides From Other Presentations

To save time, you can import slides from existing presentations. This is especially useful if you need to create
a presentation by merging together several previously created presentations. You can even keep the source
formatting of each slide you insert. To import slides from an existing presentation...

1. Go to the HOME tab and click on the bottom portion of the NEw sLIDE button and click REUSE SLIDES
2. Click BROWSE > BROWSE FILE
3. Browse for then double click on the desired file to import
4. Click once on each slide you wish to import (place a check next to KEEP SOURCE FORMATTING if such an
5. Click the "x" to close the reuse slides dialog box
Reuse Slides v x
J | A AT Reuse Slides 7 ES Insert slide from:
= — Insert slide from: Ui\ ClassesiPowetPoint\Exercse 2_Australialdustr:
Mewr B 2 U sbe 8 Al Ui\ Customer Service Week. pp v
Slidle - : i
Aspect Slides: 4

Browse Slide Library...

Vou can reuse slides from Slide Libraries or

PawerPoint files in vour open presentation, Browse File..,
Australian Demoagr...
Cpen a Slide Library
Open a PowetPoint File

Title Slice Title an«d Content Section Header o
Learn more about reusing slidss.
Famnous Australian. ..

Open
Customer Service Week.ppt

Titesidepotx
Introz.potx Famous Australian.,,
SP Calendars2.pok
Content Camparis Title Only ACCESS EC.ppt
Famous Australian...
Blanl Cantent with cture with
Caption Caption [ keep source Farmatting

_'] Duplicate Selected Slides

f'—. Slides from Outline...

=] ReuseSlides.,.

Importing Text
If you have text stored in a Microsoft Word (.doc), Rich Text (.rtf), or plain text (.txt) document you can
import the text if it is setup in outline format.

Insert a Word or Rich Text File

When importing DOC or RTF files, PowerPoint recognizes an outline structure based on heading styles in the
document. A Heading 1 style in your source document becomes a slide title in PowerPoint; a Heading 2
becomes the first level of body text on the slide, a Heading 3 the second level of text on the slide, and
so on. If the original document contains no heading styles, PowerPoint creates an outline based on
paragraphs.

Insert a Plain Text File

In a TXT file, tabs at the beginning of paragraphs define the outline structure. So, text with no tab becomes a
slide title; text with one tab indent becomes first-level body text on your slide; text with two tabs becomes
second-level body text, and so on.
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Import Text from an Existing Outline
1. From the HOME tab, click the bottom portion of the NEw sLIDE button and click SLIDES FROM OUTLINE

2. Browse for then double click on the desired file to import

| A A2
["Hew™| I U abe & M- As-|[A .
Slice ~ Irsaet Qutline 7%
Office Theme Lok & v 3 @-3% o
My 2 Jotaw Charter doc
L R e
iy Motwork | 8] nciow N o
Spiy Hework | lacer
o My S
Title Slide Title and Content  Section Header (3 oeshton
)
My
*(W«
My
J(m
My Racert
5
Two Content Comparison Title Only
Fin pme: -
Fles of LYDRC | 40 Cutlines {* bt 1t * ks dow::*, doce: * docmg® wps) ~
Tok Corned

Blank Content with icture with
Caption Caption

-«j Duplicate Selected Slides
-_E‘ Slicles fram Qutline...
=l | ReuseSlides...

Animations @ Transitions

Moderation is the key when adding special effects to your presentation. You want the effects you use — such
as animations and transitions — to emphasize your points, not draw the audience’s attention to the effects
themselves.

Applying Slide Transitions

Transitions are special effects between slides in a slide show. You can choose from a variety of transitions,
vary their speed, and change the transition effect to indicate a new section of a presentation or to emphasize
a certain slide. To apply transitions to slides...

1. Select the slide(s) you want to apply a transition to (from either NORMAL Or SLIDE SORTER View)
2. Click the ANIMATIONS tab and select from the transition thumbnails
3. Options include

=  TRANSITION SPEED: fast, slow, medium

=  TRANSITION SOUND

= APPLY TO ALL: apply the same transition to all slides

=  AUTOMATICALLY AFTER: timing to advance the slide

Presentationd - Microsoft PowerPoint

Animations Slide Show Review Developer Acrobat

R o =§L Transition Saund: | [Mo Sound] | | Advanca Slide

35 Armate: v only w |
j é‘ _—j g‘ T i‘ Transition Speed: |Fast - O Meute Click

=k i istorn Arimatic | ‘

e . 'v Sj B D Automatically After; (00:00 =
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Animating Text & Objects

Animations are special visual effects that you can add to text or other objects on a slide, such as bullets, a
chart, or a picture. You can apply an animation scheme to all slides in a presentation, or create custom

animation.

Apply Standard Animations

1. Select the slide you wish to animate

2. From the ANIMATIONS tab choose an animation style from the ANIMATIONS

group

= ALL AT ONCE: text entries and objects appear at the same time

= BY 1ST LEVEL PARAGRAPH: text entries and objects appear one after

the other

Create Custom Animation

Home Insert Cesign Animations
E;Animate: Mo Animation |=

Egﬂ Custom Al

No Animation

Ma Animation
Fade

All At Dnce

By 1st Level Paragraphs

Wipe

All At Oince

By 1st Level Paragraphs
Fly In

All At Once

By 1st Level Paragraphs
Custom

Custam Animatian...

If you need to apply more detailed animation options or would like more animation effects, use custom
ANIMATION. To apply custom animations...

1. Display a slide and select the text or object that you want to animate
2. From the ANIMATIONS tab click CUSTOM ANIMATION
3. On the task pane, click the ADD EFFECT button, point to either ENTRANCE or EXIT, and then select an

animation

4. Modify start, direction, and speed options in the task pane

5. To set the timing, click the object in the Custom Animation list, click the arrow that appears next to
the object, and then click either START ON CLICK, START WITH PREVIOUS, Or START AFTER PREVIOUS

6. To change the order of animation, select the object in the Custom Animation list, and click one of the
RE-ORDER arrows to move the object up or down

7. To preview animations, click PLAY

= Animated items are noted on a slide by numbered tags correlating to the effects.

Advanced Text Formatting

Font Schemes

From the DESIGN tab you can choose from many different FONT schemes. Each scheme includes a font style for
the slide title and different font (usually) for the slide's body text. You can also CREATE NEW THEME FONTS.

FY 2006 Budget Overview.pptx - Microsoft PowerPoint

Page Slide
Setup  Orientation =

Slide Show Review  View

Developer  Acrobat

B colors -
|4l Fonts <]

| LAl Background styles

|

Slides i Outline

County Budget Process

o January

= Five-Year Financial Forecasts presented at Board Re

o February

= Budget "kick-off” meeting for all departm

o March

4

O

el e
mmmman e | Built-In

a

a

a

Office
Calibri
Calibri

Office 2
Calibri
Cambria

Office Classic
Arial

Tires Hew Roman

Office Classic 2
Arial
Arial
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Replacing Fonts Throughout a Presentation

Click FORMAT > REPLACE FONTS

PoONPE

Click REPLACE, and then click cLOSE

FA Find
;i_lc R-eplaceq

Replace...

a
+ac

‘&A Replace Fonts...

Change Line Spacing

In the Replace box, select the font you want to replace
In the With box, select the font you want to use as the replacement

Replace Font

Replace:

| Arial
With:

| Garamond

You can modify the spacing between lines or bulleted text from the HOME tab in the PARAGRAPH group.

Embedding Fonts

Developer

Acrobat

Format

Line Spacing Optians...

When you create a presentation on a computer that uses one set of fonts, it might not look the same on
another computer that has different fonts. To solve this problem, you can save the fonts, or embed them, in

the presentation. To do that:

1. Click the OFFICE BUTTON = SAVE AS

2. In the Save As box, click TOOLS > SAVE OPTIONS = EMBED TRUETYPE FONTS
3. Keep in mind that saving a presentation with embedded fonts increases the file size of your

presentation

Iap Netwark Drive...

Properties

Save Optians...

Save ini 1) Human Resources v @-| X &k
Hy I Cell Phones
# sharepoin, . (S CTCTest
< mv Hetwork | [=)Emergency Support Team
e |5 Procedures and Performance
1y Site: |51 Professional Development
(E5trenghts Finder
[ Desktop =16
[ werkforce Development Team
0 ot | Ellachun Excels 2006.ppt
. ‘@j Intervig Questions-Applications Manager. ppt
. | Flinkesiom Questions-Support Tech,ppt
X Delete
Rename
Brint

CEnabEHBHEH: Y | mustralian Adventure. ppt

5|

Web Options..
LG | PoverPaint 97-2003 Presentation (*,pot)

&

Compress Pictures...

Taols ||

[=
]

PowerPoint Optians

fwe H Customize how douments are saved.

Froofing

Save || sawe puesenbations

ddranced Save files i this farmat: | PawerPaint Presentation v
Custamize SavedutoRecorer mfommation every (10 3 minutes

Thust Certter Defaut fjle focation u

Resourses Cltline editing options fos dosument management sesver files

Save ek ed-out files to
(%) The terver drafts Jocatian an this campater
O The e sevver

Serger drafes lacation: | € Dacuments and Semings shatansmieh by Documents: chare| | Browse

Preserve ligelly when shaiing this presentation:

’ [ Emshed fanes in the file

<

] Presentation

o [ comea |

Save Cancel
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Inserting Media Clips

Inserting a Movie File
Movie or video files can be added to played while running the slide show. These files can come from your own
source of files or from the cLIP ORGANIZER. To add a movie file...

1. On a new slide, use the content selector and click the INSERT MEDIA cLIP button
2. Browse on your computer to find the desired movie file and double click it

3. Make a selection regarding how you want the movie to start: AUTOMATICALLY (when the slide appears)
or WHEN cLICKED (you'll have to click the thumbnail of the movie to start it)

= Movie Options: After the movie is inserted, select its thumbnail and use the MoVIE TOOLS —
OPTIONS tab to customize how it will play from AUTOMATICALLY to FULL SCREEN options.

= Adding Movies Without the Selector: You don't need the content selector to insert a
media clip, you can also use the INSERT tab. From there you can also insert a movie from the
CLIP ORGANIZER

Lok e = v @O
a Ciudan
SharePori.. | | ooy TakeCf e
-, g et
: e Flaces
* Clickto add text oy 52

Click to add title

(& oo
= ot
= -
- O emares

Y itz

Pl e | -

PRS0 E1DRE e ke (% iz vl v e el *. e * vt + chvrre; e * i *.

[T

Microsoft Office PowerPoint

.
Q) How do wou wank the movie to start in the slide show?

Show Help =

[ automatically [ ‘wWhen Clicked

FY 2006 Budget Overview.pptx - Microsoft PowerPoint
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Presentation3 - Microsoft PowerPoint Picture Tools ~ Movie Tools

Design Animations Slide Show Review View Developer Acrobat Format Options

|_l:.1/7 Play Maovie: | Automatically = |:| Laap Until Stopped I:h |}L| = = ¢~ + .
Al 1 ™ _t[% «[] sl —;'__|J Height,
|:| Hide During Show |:| Rewind Mavie After Playing ‘ .
Previews || Slide Show Bring to Sendto Selection Align  Group Rotate || = width: [3.33" :
Valume = Flay Full Screen Front~ Back~  Pane - -

Movie Options

Page 20



Insert a Sound File

When you insert music or sounds on a slide, a sound icon (1) that represents the sound file appears. To play
the music or sound, you can set it to start AUTOMATICALLY when the slide displays, when the object is CLICKED,
as part of an ANIMATION SEQUENCE Or TIME DELAY.

1. Display the slide in which you want to insert a sound or music file
2. Go to the INSERT tab and click souND. Make the desired selection from the list
= Sound from File: you’ll need to browse to locate the file and then decide if you want it to
begin playing
= Sound from Clip Organizer: you can insert any of the files available with the Clip Organizer
that comes with Microsoft Office
= Play CD Audio Track: you’ll need to ensure the CD is in the CD-ROM drive, and you must
specify which track to play
3. After the file is inserted, select the sound icon (d)and use the SOUND TOOLS — OPTIONS tab to customize
how it will play: AUTOMATICALLY, WHEN CLICKED Or PLAY ACROSS SLIDES.

Presentation3 - Microsoft PowerPoint

Animations Slide Show Review View Developer Acrobat

— = = = = =
L e = T 24 EHE W&

Table Picture Clip  Photo Shapes Smartdrt Chart Hyperlink Action Text  Header WaordArt Date  Slide  Symbol Object Mavie ISoundi

T At Album= - Box & Footer T S Time Mumber = =

lables Tustrations ik s of)  Soundfrom File...
Slides ! ?'4'?'2‘1‘?‘1' Sound from Clip Organizer. .
1 | o s Play €D Audio Track...
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Presentation3 - Microsoft PowerPoint Picture Tools || Sound Tools | %

Animations Slide Show Review View Ceveloper Acrobat Format Options

D_‘I lj_li‘ Elh L.:IJ : : e 4] Height:
j Width:
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P \ﬁﬂﬂ |:| Hide During Show g._'; Play Sound: | When Clicked -

i

Slide Show | [T Loap Until Stopped ] Max Sound
Yalume = j When Clicked

Automatically Bring to Sendto Selection Align  Group Rotate

- Back~  Pane -

Preview

Play across slides

IMPORTANT !!

IF YOU HAVE INSERTED MOVIE OR SOUND FILES AND ARE PLANNING TO DELIVER YOUR
PRESENTATION ON A COMPUTER OTHER THAN THE ONE IT WAS CREATED ON, YOUR
MEDIA CLIPS WILL NOT PLAY. THEREFORE, BE SURE TO BRING YOUR PRESENTATION,
MOVIE FILES AND SOUNDS FILES WITH YOU.

Printing a Presentation

Providing handouts to your audience is a good way to ensure the information is available to them after the

presentation is over. You can also print slides for you to use during your
presentation. o vt -
Inchude on shde Aok to Al
. Elz:heu-\dlm E
Inserting Headers and Footers Ot sty
1. Go to the INSERT tab and click HEADER AND FOOTER
2. Select either the sLIDE tab or the NOTES AND HANDOUTS tab = i
3. Type the text you want for the available options Ot
4. Click APPLY TO ALL Doort showantile e
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Creating Speaker Notes
Speaker notes can be added to each slide in the NOTES pane while in NORMAL view oOr in NOTES PAGE Vview.

Printing a Presentation o T
1. Click OFFICE BUTTON = PRINT
2. In the PRINT RANGE area, specify which slides to print
3. In the PRINT WHAT box, there are several printed page arrangements to
choose from:
= Slides: prints one slide per page
= Handouts: can select the number of slides per page (1-9), and ot SR
specify the print order
= Notes Page: prints one slide per page with speaker notes
below each slide
=  Qutline: prints only the text from each slide. To print just the
slide titles click the EXPAND ALL button on the toolbar to collapse
or expand the outline tab contents
4. Select the PREVIEW button in the bottom-right corner of the print dialog '

box to see. Select any other options you want, and then click ok

Advanced Slide Show Setup

Hiding a Slide

You can hide slides you choose not to show using either of the following methods:

1.
2.

3.
4.

Right click on the slide to be hidden and select HIDE SLIDE

Hidden slides will display a "null" sign (©) over the slide number. The null sign can be seen from sLIDE
SORTER Or NORMAL (slide tab) views

To unhide the slide, select the slide then click SLIDE SHOW = HIDE SLIDE
When you run the slide show, hidden slides will not display

Set Up Slide Show

Through the seT up sLIDE sHow dialog box, you can take advantage even more slide show options, including:

= SHOW SLIDES: This is one way to hide a contiguous range of slides. For example, you could choose
to show only slides 12 through 36

=  LOOP CONTINUOUSLY: This is used for to run a slide show on its own and when it gets to the last
slide it will start over again at slide one.

=  PRESENTER VIEW: This option requires greater setup, but you can choose to display the full slide for
your audience while on the presenters monitor, you can see NOTES and upcoming slides.

Show type Show siides
(%) presented by a speaker (full screen) @al
() Browsed by an individual {window) ) Erom:

4
g
4

(O Browsed at a kiosk (full screen)

Show options Advance slides

[ Loop continuously unti ‘Esc' O Manualy
[ show without parration (&) Using timings, if present
[ show without animation Multiple monitars

Pen color: | I v
[show Presenter View

Perfarmance

[ use hardware graphics acceleration

Slide show resolution; |Use Current Resalution v
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Carnegie Tips for Presenters

Delivering your presentation effectively involves using the proven "4P" process: Plan, Prepare, Practice, and
Present. The following is a summary of presentation guidelines from Dale Carnegie Training Center.

Plan
Describe your audience and define the purpose of your talk. Is your intention to inform? Persuade?
Motivate? Teach? When you clarify your purpose, you will more easily hit your target.

Prepare
= Establish a positive mindset

=  Structure your presentation by centering it on a message with key points that you can back up with
evidence.
= Prepare an ending that relates to your opening.

Practice
Practice your presentation in front of a small audience or a colleague, and ask for feedback on the content and

style of your presentation. Things to consider:

= Is your message clear?

= Does your evidence support your key points?

= Are your graphics and illustrations clear, appealing, and relevant to the topic?
= In your close, did you summarize or restate the message?

= Consider videotaping yourself rehearsing, and then review the videotape for distracting mannerisms
and other signs of nervousness. Remember that the best cure for nervousness is confidence, and that
confidence comes with practice.

= Rehearse the timing of your presentation to be sure that it falls within your time limits.

Present
When speaking, be natural. Speak in a heightened conversational tone. Slow down and emphasize important

points, and pause before and after key points to set them apart.

[l Final Note: Remember to always check your equipment and presentation file at least
one day before giving a presentation to ensure everything is functioning properly.
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Getting Help

When you have questions about PowerPoint, you can use the HELP button in the top right corner. From the
resulting dialog box, type your question in the field at the top left and click SEARCH.

@ powerPoint Help

| Piﬁfh‘

What's new
Activating PawerPoint
File management

Format slides or presentations

Using templates and masters

Creating support materials

Add sounds or movies

Import content from other
PowerPaint versions

Review and add comments toa

All PowerPoint

Browse PowerPoint Help

Getting help
Customizing
Creating & presentation

Working with graphics and
charts

Deliver, distrbute, or publish
presentation

Animation effects

Import content from other
applications

Wark with phata albums

Saving and printing

3
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Presentation] -

Animations. ide Show Review

Text Shadow

Add a shacow behind the selected
text to help it stand out on the
slicle,

Screen Tips
ScreenTips show information
about different elements on
the screen so that you"ll
know what it does before
clicking it




