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ADVANCEBOWERPOINDO7Tips & Tricks

When you open PowerPoint you will see a screen that looks like this:

Da\\H9-0 )+ Presentationl - Microsoft PowerPoint -
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| Home | Insert Design  Animations  Slide Show Review  View @
B[ o (] Layout ~ == === — & Shape Fill 34 Find

@ CI (A=) EEEEE 4 t

Ee| B Reset A 7 shape Outline 2 Replace +

AV = uick.
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Clipb Slides Font | Faragraph | ng = Editing

Click to add title

Click to add subtitle

Click to add notes
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And really PowdPoint is as easy as that.

The Set Up of PowerPoint

1) On theleft side of the screen, you will see a small pane, with two tabs:

Do)\ 9-8 )+
Toay—
- " rome | ms=t The Outline Tatshows the text that is on each slide in an outline format. An
@ ¥ :_- |3 L outline is generated in every presentation based on the text you type into each
o slide.
- J Sl - '.CI D _ _ o _
Clipboard sides 1T you like, you can also add or edit text in this outline pane.
. The Slides Tabhows thumbnails of e#icslide. You can change the order of the
- slides by clicking and dragging a slide to a new location.

Selecting a slide in either mode will immediately display that slide in the main
window. You can also scroll through the slides using the scroll baeandlse
to go up and down through the slides.

2) In thecenter, is the slide you are working on.
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1) In the main window, where it say@ick to Add Titleclick and type My
Presentation

2) In the section below that whe it say<Click to Add Subtitleclick and
type By Me

My Presentation

,2dz O2dzt R KF @8 2dzad 2y$§ 4t ARS Ay >~
add another. In the top right of the ribbon is a section called Slides. ek toadd tte

w»
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* Click to add text

3) Click on the New Slidedn-the whitesquare with astab6 4 S Qf t f |
of the options shortly).A new slide will appear and it will look like tiAjs

4) Whereit saysClick to add title click and type Page One

5) Where its say€lick to add text click and typethisis the Best
Presentation Ever! | g <=
6) Next, click the Insert Tab (Next to Home at the Top) and select ClipAsane |~
on the right will open. In the box that sagsarch foy type number 1 and click Go. | =22 .. 3
7) When thepane populates with pictures, select tB& one on the left (the yellow e <
ball with its finger up). The picture will be added to your presentation.

Okay, you have two slides.
Page One

* This is the best presentation ever. 2 é Qf f y 2 é Y I 1 é A l:l -'F 2 { é. CD

\ % Click on Slide #2 in the left .

- pane. Up in the Ribbon, on J "P“‘
the left side, you will see a =5
pair of scissors. Just below | :
that is two pages (copy). Click [ 21 oroen= s

K Clipboard 7] i 2 Clip art on Office Online
on that. Next, clickonthe | I @ mos for g cos

e

clipboard that says Paste. A new slide will be added under Slide #2. Click Paste again, and a fourth slide
will appear.

8) Click on the slide next to the #8the left panelt will change in the window, btit will look the same
9) Click on the wor@®ne Dotted lines will appear. Delete the wdBtheand typeTwo.

10) Click on the picture and Delete it. Then click orbtbe ribbon. It will be added.

11) Click on the slide next to the #4 in the left pane

12) Click on the word One. Dotted lines will appear. Delete all the words and type The

End. Click on This is the best presentation ever! And delete the text. Type Thank you.

13) Click on the piate and Delete it.

hll eo® b2g fSGQa oI (i GFKeydapaeNthedmbdrsSn youk Regbdard.) /YouR O1 ( K
first slide will appear. Click your mouse anywh@nepress the Enter Keghd it will move to the next

slide. Keep clicking to g the end. Ta daNote: The arrow keys navigate back and forth throtigg

slides.

THE TWMIOSTUSEFUL POWERPOINT SHORTCUTS:

Ctrl+M= Insert New Slide F5= Begin the Slideshow
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AND WHAT ABOUT THOSE ICONS?

On most new pages, you will see these six icons. ateeghortcutdor inserting
these various items directly. As you mouse over the icon, it will highlight and you
can click to Insert.

They are: Tables, Chart and SmartArt and
Picture, ClipArt and Medi@ideo or audio)2 SQf f G f1 | o62dzi | ff 2

hY! . S bh2 [9¢Q{ '/ ¢POINT[, [hhY !¢

\"'. =] g - Presentation2 - Microsoft PowerPoint

=
u
—/ Home Insert Design Animations Slide Show Review View

‘*A"J % _] = Layout - = |“1\j LT‘]J = & Shape F 34 Find

EE ] EReset : = 4 - . 7 Shape Outline 2ac Replace =
Paste 7 srl‘-il;;\:v 7 Delete |B I U abe 8 J_x-.-_. Aa Shavpes ﬁ.rravnge :h-,',-.i::. e s Select -

Clipboard ™ Slides Font Paragraph Dl'-a»\.-'ing Editing

Welcome to the new look d?owerPoint2007. The blue part across the top of the screen is called the
RIBBON The 7 tabs across the top of the ribbptOME, INSERT etc.) are general areas. When you click
on one of them, their subcategories will fill the ribbon.

But the most important question i$1OW DO | SAVE the top left of the screen you g i =
see this large circle with the multi coldke & lj dzt NB & @ L (Cla

1 ¢ ¢h
o |
click on it, the following window will drop down. As you can see, it contains all of the n - Ho

— basic commands: Open, Save, Print, etc. e
{ \ = Pre: . .
5 = There is also a list of recentipened documents.
Recent Documents

L] me Most of the items are simple to use. For a New

. gpen Document, clicNEW To open a folder clidRPEN
bl = PRINTING

iy Save As  F . . . . -

H Print Previewis in the Print menu. If you moyeur

g,;; pint mouse over the Print icon,@ew window will open with
ﬁ’ Prepare 1 Word 2007 (Preview) - Microsoft Word th ree opt.lons' ‘_JUSt

) select Print Review to
_ﬁ Send b age ; Show Ruler T B Preview.
ages Magnifier .
ar_\z. Publish ¥ it | BF shrink One page < P1E110US FRE Clﬁjrseii:;nt ClickClose Print
Preview .
o o Previewto close the

review and return to your document.
I E3-Powervoint Options J§ 3Gt Fewerpoin & And toEXITPowerPoint, click Exit PowerPoint.

= )
—-/. Print Preview

LD
i@ Print What: —g - _i§ Mext Page E

Print Options Slides -~ || Orientation Zoom  Fitto age | Close Print
- Window || ) Preview
Print Page Setup Zaom Preview
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slides Often, you will be printing handouts for your presentation. PowerPoint offers
::;jx:: :z i:liZfSL.PSEEL many different options foprinting. InPrint Preview you can determine which
Handouts & <lides Per Pa:ﬂ best suits your needs. On the top it says Print What: with a drop down menu.
Handouts (4 Slides Per Page) | Y OU carscroll through the options to see what the printout will look like. The

Hondous & Sides esage|  MOS popular ones are 3

Handouts (2 Slides Per Page] slides per page ahG —
rinter
Motes Pages : :
Cutline View slides per page (9 slides | yane: 2% Auto BACK ROOM COLOR on TS2 v
H per page tends to be 100 ?:::'S: II—|dF|'EC0|0r LaserJet 2600n
small). Also, if you have typed notes, th(_a Notes | "=  reomackaoom coLor
Pages can be printed for you to read while you | cemment: DPrint to fie
present. Print range Copies
@ all () current slide Mumber of copies:
You carprint directly from here by clicking Print. e
The Print Window will open with your setons | ©5= - gl
. . Nier side NnumMDers and/or slide ranges. For example, 1 1
Enter slide numbers andjor sid F | LREE ]
filled in. OR 1,3,5-12 ] colage
: . - Print what: Handouts
R(/Iou can also select changes directly inPiat e s
enu. Color/grayscale:
Color L' eIl
At the bottom left, select the type gbrintouts [Jscale to fit paper
you would like Handouts, Slides, Notes or e [1High quaitty
Outlines [ o ][ e

Slidesis one slide per page

Handoutsallows you to choose how many per page in the drop down to the.right
NotesPages will be the Notest the bottom of your Slide.

Outline is the outline from the Outline Tab (more on that later).

SAVING

Save a copy of the document

“_j PowerPoint Presentation SAVE A8alls up a new menu with a couple of optgoon it.
S e Hold your mouse over SAVE AS to access this menu. The two

farmat.
& % PowerPoint show most common functions will be the firaind thirdones:
Save as a presentation that always apens in

Slide Show view, . . . . . .
P' ) Pj_” t;”mw _— PowerPoint Presentation This will save the file in
liﬂ Cove s copy of the presentation that i full PowerPoint2007format, which can only be opened on other
TR (Rt =N PowerPoint2007 canputers. This is the same as clicking the
Q PDF or XPS little disc at the top of the screerilThe file will G\ M
= Publish a copy of the presentation as a PDF . )
or XPS file, be saved in .ppt format. @
~—J| Other Formats . . L. . .
H Open the Save As dialog box to select from PowerPoint97-2003Presentation ClleIng this will save

all possible file types.

your file in aPowerPoint2003compatible format. If you save
the file this way, you will be able to open it on any computer
with either Word 2003 or Word 2007. The file will be savegji format. You can save a file in both
formats if you like.

When you save the documents, theyll show up in your folder with the above icons next to them to
help you distinguish between them.
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You can also save directly aBRFormat which is very useful for creating files that cannot be altered.

hCCL/ 9 HaAnnTtTQ{ !} ¢h tw9xL9?

With Office 2007, angf the changes you may make from Font to Color to Style will automatically be
Previewed for you. Highlight any text or even a whole document. Then roll over any of the options and
the screen will change to show you what it will look like. Click on ptiemand it will take effect, move

your mouse away and it will go away.

QUICK ACCESS TOOLBAR

¢l

N ld 9 1 = == Atthe top of the screen is a Quick Access Toolbar. You can customize

| &

A Y - . this with whatever icons you use most. They are mostly familiar from
Word 2003. Saveis the disc.Undois the blue arrow.
= B By clicking on the arrow ahé right, you can add whichever icons you like.
Customize Quick Access Toolbar
s - The most frequently used options are listed when you click that arrow. But near
- the bottom is
: v EQ-IT\:Prmt More :‘::::I‘:Ig @ Customize the Quick Access Toolbar.
Print Preview Commands . om: Customize Quick Access Toolbar(:
Spelling & Grammar For all documents {defaultj v
V| undo o Advanced o
v Redo By clicking on e 2 e ,
Draw Table . . . Add-Ins & Redo
More Commands... thls’ ItWIII Open Trust Cent
Show Below the Ribbon a new W|ndOW Resources

Vi the sioren full of virtually
every command you can think of.
The drop down at the top lets you
selectALL COMMANDSThis lists
hundreds of things you can add, like
Cut, or Columns or Find, or even

Strikethrough

2 S0ff 32 (KNB@AK
Y2YSy Gz odzi FANEH
at the popout features.

Add >>

o ] Coner ]

POROUTS

At the bottom right of many of the subsections, there is a tiny square witke . x* Aa<||*% -~ & -| |
an arrow. If you click on that little box, a menu will open up allowing you g,; =
do many of the ddiled features that you were used to frorRowerPoint /
2003.

Three of them arén the HOMETah Font, ParagraphandDrawing The Fourth is on theESIGN' AB
Background The next page shows what each of these pois look like.But most of the items on
these pop outs can be done through the ribbon.
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Font |E| rz|

Nt i| Character Spacing |

Paragraph

Latin text font:

Fant style: Size:

General

Font color Underline stvle Indentation

Effects Before text: Special: (none) | W

[ strikethrough [ smal Caps §

[ Double Strikethrough [ allcaps Spading

[ superscript Offset: [] Egualize Character Height Before: Line Spacing: | Single hd

[ subscript After: 0pt £

OK ] [ Cancel ] [ Tabs... ] [ OK. ] [ Cancel ]
PARAGRAPH
Format Background

Fill ﬂ| i
= Fil BEE | il

Line Color ® o fil _

Line Style O solid fll Fetre |1 © soiid fil

O Gradient fil O gradent fil

Shadow o ;cture or teture Al O Picture or texture fil

3-D Format o) ;Iide background fil [ Hide backaround graphics

3-0 Rotation Color:

Ficture Transparency: J—

Text Box

[ Cloze ] [ Apply to All
DRAWING BACKGROUND
ONE LAST THING ABOUT THE RIBBON

LT &2dz OFyQid adryR GKFG N I N S A

- i ’ =R BE l
Click on the arrow to the right of theuizk Access bar and | Eg‘.l
on that drop down menu, select Minimize the Ribbon. o

Hrmea Trzart Pag

When you minimize the ribbon, you are left with just the Tabs. If you click on any of the Tabs the ribbon
will come back and let you danything Once you click back in your document, the riblbdlhgo away
again. Uncheck Minimize the Ribbon tave it show up again.

fﬁa H9 6 )+ Presentationl - Microsoft PowerPoint - =3
iad i
Home Insert Design Animations Slide Show Review View i

Slides ( Outline x| i

bh2 [9¢Q{ Lb+9{¢LD! ¢9
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THE HOME TAB

hi1l & f Si QBabstTAefitst TakisOWK BAB

The first section is th€lipboard ¢ KSNB 6SQ@S t221SR Fd /2L YR tl a
The next sectiorSlides allows you to insert a new slide. From the bottddeleteallows you to Delete

the current slide.Resetreturns all of the settings on that slide to Dafa(in case you changed them).

Layoutis worth looking at.

LAYOUT

Any slide can be changed at any time. And, regardless of
the layout you choose, you can override it while you are
working with the slide.Having said that, these piesigned
Slide styles are designed to give you a quick and easy layout
for the most common Slides available for presentations.
You have already seen the first one, Title slide. You have
also seen Title and Content. The res @ariations on those
themes: either two small windows for content, or a Title
only, or even a blank one. But as | said, whatever Layout
you choose, you can change it to however you would like
while you are working on the slide.

FONT

TheFontsection les you do all kinds of Font modification.

.2dz Oly a88 G4kKS cz2yid aidetsS IyR airli So ¢KS 1 Qa (KL
the Font Size (44) are automatic increase (large A) and

decrease (small A) of the font size. The double A with the small white square quicklylee@ss Df

any formatting (Bold, Italicsl, UnderlineU, Strikethroughabe ShadowS (adds ashadowto text), text

SpacingAV (lets you put your own spacing between letters), Change Gase colorA).

Speaking o€hange Case Tis iconallows you to automatically

change tle style of the highlighted textOptions are Sentence

case; lowercase; UPPERCASE; Title Case and tOGGLE cASE (which
automatically changes what you have to the opposite)

SHORTCU@r this: to change the case of yioiext from UPPERb lower to First Letters Capitalized
highlight the text with the mouse, then hold down Shift and click F3 to cycle through these options.
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