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I. PowerPoint Introduction
A. PowerPoint (PPT) is a powerful presentation graphics program that provides everything you need to produce an effective presentation in the form of black-and-white or color overheads, 33-mm photographic slides, or on-screen slides.
B. Starting PowerPoint (2 ways)
1. Method #1


a. Make sure you are in Windows and that the desktop appears on your screen.
b. Click the Start button on the taskbar to display the Start menu, and then point to All Programs to display the Programs menu.

c. Point and click on Microsoft Office and then click on Microsoft PowerPoint 2007.
2. Method #2


a. Make sure you are in Windows and that the desktop appears on your screen.


b. Double-click on the Microsoft PowerPoint icon.

C. Planning a Presentation
1. Planning a presentation before you create it improves the quality of your presentation, makes your presentation more effective and enjoyable, and, in the long run, saves you time and effort.

2. In planning your presentation, you should identify the following items:


a. Purpose of the presentation


b. Type of presentation


c. Audience for the presentation


d. Audience needs


e. Location of the presentation


f. Format

II. Opening an Existing PowerPoint Presentation 

1. Click on the MS Office button and select Open.


2. Locate the presentation you want.


3. Click on the Open button.

III. Saving Your Presentation

1. When you save a PowerPoint presentation the index (a.k.a. extension) is pptx.


2. Therefore, your file name will resemble the following




Filename.pptx


3. Currently there are two version of PowerPoint that are being used:

	Product Name
	Extension

	PowerPoint 2003
	ppt

	PowerPoint 2007
	pptx



4. Just like in Word, PowerPoint is not backwards compatible.

a. Meaning, I can open a PowerPoint 2003 file in PowerPoint 2007 BUT I cannot open a PowerPoint 2007 file in 2003.

b. If I want to save the file that I am working on in class (2007) and I want to work on it at home (where I have PowerPoint 2003), I must do a Save As and change the Save as type to PowerPoint 97-2003 presentation.
5. If you are saving for the first time (method #1)



a. Click on the Save button (floppy disk) on the Quick Access Toolbar (QAT).



b. Indicate where you wish to save your presentation.



c. Click on the Save button.


2. If you are saving for the first time (method #2)



a. Click on the Office button.



b. Next, click on the Save As… command.



c. Indicate where you wish to save your presentation.



d. Click on the Save button.


3. If you wish to save your presentation for the second, etc. time using the same name



a. Click on the Save button on the Quick Access Toolbar (QAT).

4. If you wish to save your presentation under a different name and/or location



a. Click on the Office button.



b. Next, click on the Save As… command.



c. Indicate the new name and/or location for your file.



d. Click on the Save button.

IV. To Close a Presentation 

1. Click on the Office button.
2. The slide pane closes but leaves the PowerPoint window on the screen.
V. To Exit PowerPoint
Click the Close button (X) in the upper-right corner of the screen.
VI. Building a Presentation


A. When building/creating a presentation you have 3 routes you can take.

1. A Blank Presentation – that is you start from scratch, font, colors, backgrounds…everything

2. A Design Template or Theme – this is a file that contains a pre-formatted styles in a presentation, including colors, type and size of bullets, and font size.  It contains other things as well, but what we mentioned is good enough.

3. An AutoContent Wizard - Use the AutoContent Wizard to apply a design template that includes suggestions for text on your slides. You then type the text that you want.
VII. Working with Slides

A. Changing the Background Color of a Slide (Steps)



1. Right click on the slide pane and select Format Background.

2. On the left side of the Format Background dialog box, you will see two choices: Fill and Picture.

3. If you select Fill, you will have the following choices:

a. Solid fill (
· Click one of the colors from the Color drop down box.

b. Gradient fill (
· Select from one of the pre-designed gradients or create your own..




c. Picture or texture fill (
· Texture fill
· Click the Texture drop box and make your selection

· Picture

· First decide if you want to use a picture stored outside of PowerPoint or a piece of ClipArt

· If you want a picture
· Click the File… button

· Find your picture

· Click the Insert button

· If you want a piece of ClipArt
· Click the ClipArt… button

· Find the desired image

· Double click on the image you want

d. You can set the transparency (can you see through the image) – just move the slide to the desired level.

4. If you select Picture, you will have the following choices:


a. To recolor the picture you selected.


b. To change the brightness and contrast of the picture you selected.


c. To change the transparency of the picture you selected.

5. You have now changed the first slide.

6. If you want your next slide to have a different background, press the Close button and repeat the process for the next slide.

7. If you want all your slides to have the same background, press the Apply to All button.


B. Changing the Font Size (Steps)

1. Select the text you want to change.

2. On the mini toolbar (or the Font group on the Home tab of the Ribbon), do one of the following: 

· To make text larger or smaller, click Increase Font Size or Decrease Font Size. 

· To set a font size by number, in the Font Size box, click the size you want.

C. Changing the Font on a Slide 
1. Select the text you want to change.

2. On the mini toolbar (or the Font group on the Home tab of the Ribbon), select the desired font from the Font drop down list.
VIII. To Insert A New Slide


A. Method #1
1. At the point where you want to insert a new slide, press the CTRL + M keys at the same time.


B. Method #2



2. Off the Ribbon (Home tab, Slides group)


3. Next click on New Slide.

IX. To Change the Slide Layout


A. Remember that the default slide layout inserted into your presentation is a Text Slide.


B. If you want a different slide (even after you have typed information into the slide)

1. On the Slides group of the Home tab, click Layout.

2. Click on the layout you want. 

X. Assigning Slide Transitions

A. During a presentation, as you progress from one slide to another, a transition “draws” the next slide on the screen using one of a variety of techniques.

B. You can also assign a sound to be played when you change slides.

C. The best place to assign slide transitions is in the Slide Sorter view.

D. Steps Involved

1. On the Status Bar click on the Slide Sorter button.
2. Click on the Animations tab.
3. In the Transition to this Slide group:

a. Select the transition you like.  To see all possibilities, click on the Gallery (a.k.a. More) button.

b. Select if you want a Transition Sound.

c. Select the Transition Speed (slow, medium or fast).


d. Decide how you are going to Advance Slide
1. If you only select On Mouse Click, you must click your mouse button to get to the next slide.

2. If you only select Automatically After _______ Seconds, type in the number of seconds your slide will be displayed before the presentation goes to the next slide.

3. If you click on both options, you can control your presentation by either clicking on the mouse, or letting it run its own course.
4. If you want to apply this above transition to all the slides in your presentation, click the Apply to All button (Animation tab, Transition to this Slide group).
XI. To Apply a Custom Animation

A. Sometimes you may want to spice up your presentation by making text or objects move.

B. As an example, you can have bullets fly in from the left, one word at a time, or hear the sound of applause when a picture is uncovered.

C. Steps Involved

1. In Normal view, display the slide that has the text or objects you want to animate. 

2. Select the Animations tab. 

3. In the Animations group, click Custom Animation. 

4. In the Custom Animation task pane (or dialog box dependent on version), click Add Effect, and do one or more of the following: 

· If you want to make the text or object enter the slide show presentation with an effect, point to Entrance (green star) and then click an effect. 

· If you want to add an effect to text or an object that is on the slide, point to Emphasis (yellow star) and then click an effect. 

· If you want to add an effect to text or an object that makes it leave the slide at some point, point to Exit (red star) and then click an effect. 

XII. Sounds

A. Sounds can be put anywhere in the presentation.

B. Steps

1. Find the music you want to put into your presentation and place it on your CD/memory stick/etc.


2. Click on the slide you want to start the music on.


3. Click the Insert tab and then click on Sound button (Media Clips group).

4. Select Sound from File… (you can use sounds from PowerPoint by selecting Sound from Clip Organizer).

4. Find your file on your memory stick.


5. You will now be asked

“How do you want the sound to start in the slide show?”



Answer Automatically if you want the sound to play automatically.



Answer When clicked if not.


6. You will now see a speaker that was inserted on your slide.  If you don’t like where it is, just 
move it.

C. Realize the sound you just inserted will only play on this slide.  If you want it to play across multiple slides, do the following.

1. Select the Animations tab. 

2. In the Animations group, click Custom Animation. 

3. The speaker will now have a number next to it that corresponds to the same number in the task pane under Modify Effect.


4. Click on the number on the task pane, and click on the arrow on that same line and select 

Effect Options…

5. Under the Effect tab, and the Stop Playing section, pick your option of 




ON CLICK ( the music will stop playing when you click the mouse




AFTER CURRENT SLIDE ( the music will stop when you get to the next slide




AFTER x SLIDES ( the music will stop after x slides


6. Click OK
XIII. Video/Movies

A. Video can be put anywhere in the presentation.

B. Steps


1. Find the video you want to put into your presentation and place it on your memory stick.


2. Click on the slide you want to start the video on.

3. Click the Insert tab and then click on Movie button (Media Clips group).

3. Click Movie From File…

4. Find your file on your memory stick.


5. You will now be asked

“How do you want the sound to start in the slide show?”



Answer Automatically if you want the sound to play automatically.



Answer When clicked if not.


6. You will now see a speaker that was inserted on your slide.  If you don’t like where it is, just 
move it.

XIV. THINK!
Transition effects give “bling-bling” to your presentation, BUT don’t let them distract from the content of your presentation by using too many different effects during a slide show, or by setting them all to Slow to heighten the drama.

Instead, use Fast for the transition speed whenever possible, and use one effect repeatedly, changing effects only for new presentation segments.
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