Lab 7

Microsoft PowerPoint




Understand the Screen

There is a lot going on with the PowerPoint program screen, so this lesson will help you become more
familiar with it.

The PowerPoint Screen

Review the labeled items in the images below, then refer to the corresponding tables to see what everything
does.
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PowerPoint Program Screen

o Title Bar: Displays the name of the current G Display Options: Here you can change how
file. much of the ribbon is displayed, minimize,
maximize or restore the screen, or close
PowerPoint altogether.

Quick Access Toolbar: This is a fast way to 0 Ribbon: This is where you’ll find all the
access some of the most used features. options you need to create a presentation.
The options are grouped into tabs.
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PowerPoint Program Screen

Microsoft Account User Info: Shows Status Bar: Displays information about the
current user information. Click to view presentation, such as slide numbers and buttons
account options. to view notes or comments.

G Slide Pane: Shows a large view of the View Shortcuts: Quickly switches between the
selected slide. This is where edits are available View options.

made and objects are selected.

(o)

Thumbnails Pane: Shows thumbnails of G Zoom Slider: Zooms in or out of a slide by simply
all the slides, numbered in the order clicking and dragging. Or use the + or — buttons
they'll appear. to zoom.

Notes Pane: Holds notes for the
presenter to read while presenting.
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Create a New Presentation

Creating a new presentation is one of the most basic commands you’ll need in PowerPoint. You can create a
new, blank presentation, or create a new presentation based on a variety of pre-designed templates.

Create a Blank Presentation

0 Click the File tab. AutaSave (@ 0F) D@ © Presentation - PowerPaint (=
File Home Insert Draw Design Transitions Animations Slide Show Review View Help 2O Tell me [ =
e Select New. £ | e =.=- (=1 | [3] |[2]] @
. . | _ B IUSa == B3 | Drawing | Editing | Dices
e Click Blank Presentation. 3 Z-A-par|KN[AH[EE=S = | - | -
Clipboard 1 Slides Font Paragraph Voice A
Shortcut: Press Ctrl + N to
create a new, blank
? = (m] *

Presentation- PowerPoint Kayla Claypool

presentation.

D]

New

oar(h for online templates and themes yel

Suggested searches:  Presentations  Education Themes Business Charts

Diagrams  Inf <
Take a tour
Blank Presentation Welcome to PowerPoint

Get started w QuickStarter

with 3D

e
= )

Bring your presentations to life... Start an outline

=

Account

Feedback
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Create a Presentation from a Template

Using a template allows you to begin with a presentation that has already been designed and formatted so
you can just insert the information. This saves you time and you will end up with a professionally designed
presentation.

o CI'Ck the File ta b. ® o) - o s Presentation - PowerPaint Kayla Claypool
| File Home Insert Draw Design Transitions Animations Slide Show Review View Help O Tell me [y =
Select New x| - A
. &- 2 S = i Ch pel D
. @ l%‘ 8 | BT USa&2 = E3* | Drawing | Editing DEJtE
e Type a category in the Search I s B N T PO Rl )
field or Sele(:t one beneath it. Clipboard 1= Slides Font Paragraph Voice ~
o Select a secondary template
category to further narrow the e KeylaClaypool 7 — O X
search. B
New
e Select a template.
. Search for online templates and themes yel
Click Create. |
G Suggested searches:  Presentations  Education Themes Business Charts

Diagrams  Infographics

The presentation is downloaded and
opens in PowerPoint. You can now fill
in the placeholders. You can delete
elements of a template that you don’t
need, such as extra slides, images, and
text.

Take a tour ﬂ

=

Blank Presentation Welcome to PowerPoint

Get started w QuickStarter

with 3D
i
4
L vl A .
i
Account Bring your presentations to life... Start an outline m
Feedback
|| -
Presentation- PowerPoint Kayla Claypool 7 - O o
< al ‘Eusmess 0
E Category
Business 250
Solinga Technolagy I
S Industry 2
Design Sets 30
Projects 25
Analysis 22
Marketing 21
o Paper 19
Presentations 18
Schedules 13
Lists. 17
Personal 17
Brochures 14
P
Account | Database 14 | |
go&m-;:ndlm | Labels 14
Feedback et e |-}« Sales 14
Bt X -
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Open a Presentation

Before you can work on a presentation that you or someone else has previously created and saved, you
need to open it. You can locate a presentation on your computer and simply double-click to open it, or you
can open a presentation from within PowerPoint.

Open an Existing Presentation

o Click the File tab. PowerPoint Kayla Claypool
File Home Insert Draw Design Transitions Animations Slide Show Review View Help 2 Tell me [y =
e Click Open. f [P0 === - | @ |[2]] &
P _ B IUS»2M == BT | Drawing | Editing | Dices
Shortcut: Press Ctrl + O. 3 B g-A-na-|an|t|==== = | - | -

Clipboard slides Font Paragraph Voice A

The Open screen appears and
gives you a few ways to find a

presentation tO open. PowerPaint Kayla Claypocl 7 = (m] X
O Select the location where the Opeﬂ
file is saved. O e 4 B Documents
e Recent displays a list of o
presentations that youlve g Shared with Me Name T Date modified
recently Opened CustomGuide E Custom Office...  12/10/2018 10:;
(i OneDrive - CustomGuide D PowerPoint 3/12/2019 %32

e Shared with Me displays
files others have shared with
you on OneDrive or
SharePoint Online.

@ Sites - CustomGuide

Other locations

E@ This PC
e OneDrive lets you browse ) Addapice
through your files stored on
B Browse

the cloud, if you have it.

Account

e This PC lets you browse Fesdback -
through your Documents
folder for files to open.

e Browse opens a dialog box,
where you can browse
through your computer’s
folders, drives, and network
shares.
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Navigate to and double-click
the file you want to open.

The presentation opens in PowerPoint
and you can begin making edits.

Account

Feedback

Mnan

Open x
< v 4 > ThisPC  Documents v|®|  Search Documents »

Organize + Mew folder EE~ m

st Quick access | ] 03-open-a-presentation
! Authors: Instructor Guide Size: 421 KB
Microsoft PowerP
4@ OneDrive 6

[ This PC

[ Desktop
Documents

4 Downloads

D Music

[&] Pictures

B Videos

i Local Disk (C)

| [AllPowesBoint Presentations |

ok o Cne

File name:

Iv]

te modified

10/2078 10

2/20199:32
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Save a Presentation

After you’ve created a presentation, you need to save it if you want to use it again. You can choose to save a
copy of an existing presentation under a new name, to a different location, or using a different file type. You
will also want to save periodically when you’re creating and editing a presentation to prevent any loss of
work.

Save a New Presentation

o Click the Save button on the AutoSave (8 OF) H-Q T = Presentationl - PowerPoint Drawing

QUICk Access Toolbar' File ~ Home In 1 Draw  Design  Transitio Animatio Slide Shc Review View Help Format 0O Tellme & A
Eﬁ % + o - | [calibri M| E-=- == - | [BY 0 LQJ

Shortcut: Press Ctrl + S. Paste M- New = B IUS M- 3~ Drawing | Editing | Dictate
- F G- T | £-A-Aa- AN A = &~ - - -

Font ] Paragraph [F] Voice ~

If this is the first time you've Clocal
saved the presentation, the o
Save As screen will appear. ?‘

e Choose where you want to

save your file:
My Presentation

Click to add subtitle

e OneDrive is a cloud storage
folder accessible to all
computers and mobile
devices that you've
connected to your Office
365 account.

= Motes B 55 B =T -1} + 45% [

e You can select a SharePoint
site, if you're part of an
organization that uses one.

Presentation1 - PowerPoint Kayla Claypool ? = O X

e Select This PC to save the Save As

file locally in your

Documents folder. @ Recent [= OneDrive - CustomGuide

My Prasentatlonl

CustomGuide PowerPaint Presentation ("ppte) ¥ | | [ Save

More options...
6 OneDrive - CustomGuide 6

Name T Date modified
w Sites - CustomGuide D Attachments 11/27/2017 8:33 AM

e Click Browse to open a
dialog box, where you can
browse through your
computer’s folders, drives,
and network shares.

e Enter a file name.

o Click Save.

The file is saved and can be safely
closed to reopen later.

Other locations E Documents 5/31/20189:21 AM
[ misec
'@ Add a Place

B Browse
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Toggle AutoSave
Notice up next to the Quick Access Toolbar, that because we saved this file online, the AutoSave feature is

automatically turned on.

Drawing

Aosave @D [Z ©-Q T = My Presentation- PowerPoint

£ Tellme = =

“ Click the AutoSave toggle

nsert Draw Design Transitio Animatio Slide Shc| Review  View Help | Format

button to turn the feature on Fle  Hogh
& B- | calibr Te -l =-i=-=- - | (G 2| B
or off. 0 0 - | o g
Lasie 2 New = 0abE ﬂbﬁ!v &1~ Drawing | Editing | Dictate
- side- T~ | £ - A-Aa- AN K e - o .
Clipboard 1 Slides Fant r} Paragraph 1 Voice -~

1

My Presentation

Click to add subtitle

= Notes E 055 B T -—8 + 45% [

Save Progress
If you’re working with AutoSave turned off, you’ll want to manually save any changes you make periodically.
This way, you won't lose progress if you experience an unexpected crash.

0 Click the Save button on the
Qu|ck Access Toolbar' File ~ Home \n Draw Design Transitio Animatio Slide She Review View Help Format O Tellme & =
Eﬁ & -‘r o - | |calibri BT A o @J
Shortcut: Press Ctrl + S to save poe B | ey D | BT US 2 e e
. - F | side- T | £ A-Aa- A A7 & e ~
the Changes In the Same Clipboard = Slides Font ) Paragraph [F] Voice ~
location with the same file c
name.
My Preé%’ntation
O June 16t O
0 0
6 5
= Notes B 5 B 7 -1 + 45% Fd
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Save As a New File and/or Location

Sometimes, you may want to make a copy of an existing presentation and save it to a new location and/or

save it with a new name.

° Click the File tab. Avtosove @50 [ D- @ T s S —
. File Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 2 Tell me [y =
o Click Save As. LR To ]| =-i=-|= 1| [5] |[9]] &
. - New a B I US a8~ = i G- Drawing | Editing | Dictate
e Select a location. v |G |2 N | lEEE = | | |
Clipboard 1 slides Font B Paragraph ® Voice ~
o Enter a new File name.
6 Click Save.
My Presentation- PowerPoint Kayla Claypool ? o a *
The presentation is saved in the new Save As ]
location with the new name. The
.. . . . [= OneDrive - CustomGuid
original file is automatically closed, and (D Recent |Mypmmﬁ: Ly “'|E
you can start working on the new one o [ Powerpaint Presentation (ppby ~ | | [ Save |
. Mare options...
r'ght away- ’a OneDrive - CustomGuide
Name T Date modified
@ Siies = LumitzmiEnale D Attachments 11/27/2017 %33 AM

D Documents

Other locations
E@ This PC
@ Add a Place
I~ Browse

5/31/2018 %:21 AM

~
» b Quick access

> [ Microsoft PowerP
> ¢ OneDrive
~ [ This PC

> [H Desktop

> Documents

> J Downloads
> [ Movies v

C oy A
[ Save As x
< v 4 E > ThisPC » Desktop v @ | Search Desktop »
Organise = New folder - @

File name: | New Presentation|

Save astype: PowerPeint Presentation

Tags: Add atag

A Hide Folders Tools ~ Save Cancel

I*]

o
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Save to Different File Formats

PowerPoint files are normally saved as PowerPoint Presentations, but you can save the information to other
file formats as well. For example, you may want to save your file as a PDF so someone who doesn't have

PowerPoint can view the presentation.

Click the File tab.
Click Save As.

Choose where you want to
save your file.

(Optional) Enter a new File
name.

Click the Save as type list
arrow.

You can choose to save your
presentation as any of the file
types in the drop-down list.

Select a file format.

AutoSave (@ oft) D-Q o s

File Home Insert Draw Design Transitio Animatio Slide Shc Review View Help  Format

Calibri M
B I US a2V~

i |45 m-

New Presentation - Saved to this PC

Drawing

=B | (@] [0

2 Tellme & =

0

Drawing | Editing | Dictate

- ¥ Sider O+ | £ -A-har AN K | EE=E=E = o i
Clipboard a Slides Font I Paragraph [F] Voice ~
New Presentation- Saved to this PC Kayla Claypool 7 = O X
" = Documents
@ Recent
New Presentation

CustomGuide

F~% OneDrive - CustomGuide

w Sites - CustomGuide

PowerPoint Presentation (".pptx)

7 Save

[PowerPoint Presentation (~.pptx)

~

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPaint §7-2003 Presentation (*.ppt)
PDF (*.pdf)
PS Document (*.xps)
PowerPoint Template (*.potd

Click Save.

PowerPoint Presentation (.pptx)

PowerPoint Macro-Enabled
Presentation (.potm)

PowerPoint 97-2003
Presentation (.ppt)

PDF (.pdf)

PowerPoint Show (.ppsx)

Video Formats (.mp4 or .wmv)

PowerPoint Macro-Enabled Template (*.potm)

Other lacations PowerPoint 97-2003 Template (*.pot)

— o Office Theme (" thmx)
I;I;I This PC PowerPoint Show (*.ppsd)
PowerPaint Macro-Enabled Show (*.ppsm)
-@ ] i PowerPaint 97-2003 Show (*.pps)
PowerPoint Add-in (*.ppam)
PowerPoint 97-2003 Add-in (*.ppa)
[~ Browse PowerPoint XML Presentation (*xmi)

IMPEG-4 Video (*.mp4)
Windows Metafile (*wmf)

sl Mabafile > oooe)

This is the default format for PowerPoint presentations.

This is a version of the default PowerPoint file type that supports
macros, which allow for small tasks to be automated.

Presentations in this format can be read by all previous versions of
PowerPoint but lack some advanced features. They are also larger
than .pptx files and more prone to corruption.

A PDF preserves a presentation as it would appear when printed.
PDFs, when shared electronically, can be viewed on many kinds of
devices. The PowerPoint software is not needed to view a PDF
presentation.

This is a read-only presentation file. When you double-click a .ppsx
file, the presentation is automatically launched. You don’t need to
first open PowerPoint.

These formats save a presentation as a video that can be viewed
without having PowerPoint installed. MP4 is an international format
that’s broadly supported; WMV files can only be viewed in Windows.
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Navigate a Presentation

Since each presentation is a series of slides, being able to navigate between those slides is pretty important.
The Thumbnails pane shows little pictures of all the slides, with the selected slide outlined in orange.

Navigate a Presentation
o Select a slide in the Thumbnails U ORI

File Home Insert Draw Design Transitions Animations Slide Show  Review View Help © Tell me

pane to work with it in the Homs,
. . = B- | [cate e -l =
Slide pane. Click other fﬁé ] p= o 5 *}Av_u = AN NI NP
. . Paste New = o - Drawing | Editing | Dictate
thumbnails to change which TS | s LAk | AN A= S
Clipboard 1 Slides Paragraph B Voice ~

slide you're editing.

Font K}
4 Title Slide H

Once a slide is selected, click an image,
graphic, or textbox on the slide to edit
it.

Giving a Great
Presentation

CustomGuide Interactive Training

SnNotes (B 55 B T -—8——+ 45% [

Navigate Using the Keyboard

You can also move around a presentation with the keyboard, using the methods described in the table

below.
Arrow Keys (T €-) Move up or down to another slide or section.
Ctrl + Home Jump to the first slide.
Ctrl + End Jump to the last slide.
Page Up Jump to the next slide up.
Page Down Jump to the next slide down.
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Add and Lay Out Slides

Slides are the building blocks of a presentation. You can insert a blank one, or you can choose from a variety

of layouts that are available.

Insert a New Slide

0 Click the New Slide button on AutoSave (8 o) - @ I :  0laddandlayoutslides] - Pow..  KaylaClaypool [ -
the Home tab' File Heme Insert Draw Design Transitions Animations  Slide Show Review View Help 2 Tellme [t =
ﬁ D B~ | Calibri -z -l == E | |y el 0
. =
Shortcut: Press Ctrl + N, or .,EE;" New 3 ; IAH § & - . "~ B | Draing | Editing | Divtute
. . . . - Slide~ 5 - A - Al AT EE== W - - -
rlght_CIICk a SIIde n the Clipboard 1 Slides F:nt or,. Paragraph N [F1 Voice
Thumbnails pane and select : H
New Slide from the menu.
. . 2
The new slide is added after the
selected slide in the Thumbnails pane.
3 Tips for a Great Presentation
Customguide Interactive Training
4
5
==
=R
= MNotes E 55 B =T -—& + 45% [

Dikd

Change the Slide Layout

If you don’t like the layout that has been assigned to the new slide by default, choose a new one.
PowerPoint gives you nine different layouts to choose from, and you can even create your own custom

layouts.

With the slide selected, click G g 9-Q o

s Ol-add-and-lay-out-slides-01 - Pow..  Kayla Claypool

the Slide Layout button |n the File ~ Home Insert Draw Design Transitions Animations @ Slide Show Review View Help 2 Tellme [ =
. B~ | |calibri Sz G| ECECE ] | 0
SlldeS group. Eﬁ & Office Theme - L‘[“L
Paste New * Drawing | Editing | Dictate
Sel | - Slide ~ b= < o -
6 € eCt anew aYOUt' Clipboard & Slid [F] Viice
1 Title Slide Title and Content  Section Header
Two Content Comparison Title Only
5
Blank Content with Picture with
Caption Caption
4
5 -
Y
¥
= Hotes B 55 B T -—14 + 5% FH
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Work with Slide Layouts

You can insert a new slide and select a layout at the same time using the Layout gallery.

0 Click the New Slide list arrow.

e Select a layout option.

A new slide with the selected

layout is inserted into the
presentation.

o Click in the title placeholder

and type your text.

o Click in a content placeholder

and type your text.

e Select a graphic type and insert

the desired graphic.

If you later decide to change the
layout, the text and pictures are

automatically moved and resized
according to the new layout.

off ) Y- ¢ I = 0l-add-and-lay-out-slides-01 - Pow... Kayla Claypool

File Home Insert Draw Design Transitions Animations @ Slide Show Review View Help 2 Tellme [ =
Eﬂ % +j B- | calibri -|12 A Jo) 0

0 B8 | BT US & =
Paste New — - Drawing | Editing | Dictate

- Slide~ - | & - A-Aar A A - - -

Clipboard 7 Office Theme Paragraph 7] Vaice -
[+

1

Title Slide Title and Content  Section Header
2 |:
Two Content Comparison Title Only
5
4 B Blank Content with Picture with
Caption Caption
[& Duplicate Selected Slides
[E Slides from Outline...

5 it Reuse Slides... A
Y
¥

-
= Notes B 55 B =T - 14 + 45% [

B ©-Q© - 01-add-and-lay-out-slides-01 - Pow.. Drawing

File Home Insert Draw Design Transitic Animatio Slide Shc Review View Help Format 2 Tell me [t =
== B~ | calibri -ig - i=eizs 1E- 8 D
iaf R g e e 2 SV
Paste 7 E & =5 ie i =" Edlo Drawing | Editing | Dictate
- ¥ Sider v | £ -A-Aar KA K EE=E=E Bm- o g .
Clipboard = Slides Font & Paragraph [ Voice ~
-] [-]
1
, o What Mak(?s a Presentation Bad?
(o] . " :
* Not knowing your topic * Click to add text
* Reading the slides
3 * Too much information
= ? * Bad visual design
4
0 é
5 -
S
¥
= MNotes E 55 B T -—F + 45% [
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Delete a Slide

If you decide you don’t need a slide, delete it.

Select a slide.

File

AutoSave (@ OF) . QI s

Home | Insert Draw Design  Transitions  Animations @ Slide Show  Review View | Help

e Press the Delete key on your £ 4 = | e Te J|E-E- 1= 1| 6] |[0]| B
keyboard. Paste ED New @ B IUS abﬁ\i' [%]' Drawing | Editing | Dictate
- ¥ slide T~ | & - A-Aar A A A = mn- o o .
shortcut: Right_click the Slide Clipboard 1= SliuesT Font = Paragraph B Voice 'l\z|
you want to delete in the !
Thumbnails pane and select D
Delete Slide in the menu. 2 0
B
4
5
A
6 ¥
Biend -
= Notes B 5 B T -—1 + 45% Fd

01-add-and-lay-out-slides-01 - Pow...

Kayla Claypool

£ Tellme
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Cut, Copy, and Paste

You can easily move text, slides, or objects to a new location in a presentation by cutting or copying them
and then pasting them in the new location. In addition to text, you can cut, copy, and paste just about any
item in a presentation, including clip art, shapes, placeholders, and tables.

Copy and Paste

When you copy text, the selected text remains in its original location and a copy of it is added to a
temporary storage area called the Clipboard. It can then be pasted in another location, either in the current

presentation or in an entirely different file.

Select the text, slide, or object
you want to copy.

Click the Copy button on the
Home tab.

Shortcut: Press Ctrl + C.

Click where you want to place
the copied text, slide, or
object.

o Click Paste.
Shortcut: Press Ctrl + V.

Another copy of the text, slide, or
object is added.

AutoSave (8 0f) - o= 03-cut-copy-and-paste - PowerPoint Drawing B8 =
File Home Insert Draw Design Transitic Animatio Slide Shc Review View Help Format 2 Tell me [t =
fﬁ A - | CalibriLight (Headings =44 - | (= -i= - 1=~ |4~ Ch e L__,D:J
£ AV )
— [ie] s B I US B3~ | Drawing | Editing | Dictate
- ¥ Sider i~ | £ -A-har KA A EE=E=E B o & .
Clipboard [ Slides Font ® Paragraph B Voice ~
[+] [+]
1 ?
o Q
. o oTell a Story 9
\ ;
o ° i
Give the audience a reason tobe |+ Click to add text
interested in your topic.
3
4
5
[ B
=a -
- £
¥
6
= Notes E 55 B =T -—& + 45% [

DB 9-Q W -

03-cut-copy-and-paste - PowerPoint

Kayla Claypoo

File Home Insert Draw Design Transitions Animations @ Slide Show Review View Help 2 Tellme [ =
(hy [ Eg g EE = a s [2]] B
e Fas| B I US a2Y = 3= [EA]
Paste New i N g Drawing | Editing | Dictate
=4 Slide~ & - 2 - A - Aa A B =E=== b - - -
rd & Slides Font Paragraph Voice ~
<] [+]
1
2
sOverview of the content & purpose
3 *Hook them with a story, quote, or humor |:|
4 #Series of main points in logical sequence
*Cue audience the conclusion is beginning
5 s Brief summary of the presentation
== e @Customguide, Inc.
Y
¥
6
-
= Motes B =55 B =T - 1 + 45% [
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Cut and Paste

Cut and Paste removes the original item from one location and then places it in a new location.

Select the text, slide, or object
you’d like to move.

Click the Cut button on the
Home tab.

Shortcut: Press Ctrl + X.

Select the slide where you
want to paste.

Click where you want to paste
the text.

Click Paste.
Shortcut: Press Ctrl + V.

S

& B e

File Home | Insert Draw  Design Transitic Animatio Slide Shc Review View Help Format

[ - | | Calibri (Body) -2z -

03-cut-copy-and-paste - PowerPoint

Drawing

O Tell me
Ch

Al R B

Drawing | Editing | Dictate

] Voice

Paragraph

What Makes a Present(?&ion Good?

- fis] B I U B =
Paste Da New g us ab"j . —
- g slide T~ | £ - A-Aa- A A K | [=
Clipboard = Slides Font ]
[+]
1 =
2
H O' Knowledge and authority
| + New and unexpected information
3 7+ Storytelling
|+ Powerful visuals
o]
4
5l
[ =]
6

= Motes

B ==

BE 5 -—p 5% [

|I‘>

03-cut-copy-and-paste - PowerPoint

SE=SaN Jo] B
- =
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Paragraph o Voice

R a8

Drawing | Editing | Dictate

#Overview of the content & purpose
*Hook them with a s@ quote, or humor

lSe&ain points in logical sequence

sCue audience the conclusion is beginning
*Brief summary of the presentation
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Paste 1 New — = i —
& | side- B | £-A-Aar | KA L |
ém [F] Slides Font ]
1 |
2 ; Tell a Story
; Opening
L ] ]
, Body
5 B
=0 °
[}
= Notes

B =

B T -—3 5% [

!

m)

39



Undo and Redo

You don’t need to be afraid of making mistakes in PowerPoint because you can use the Undo feature to
erase your actions. The undo, redo, and repeat commands are very useful when working with text in a

presentation.

Undo a Single Change

Click the Undo button.
Shortcut: Press Ctrl + Z.

Your last action is undone. For
example, if you deleted an item and
decided you wanted to keep it after all,
undo would make it reappear.

Undo Multiple Changes

Click the Undo list arrow.

A list of recently performed
actions appears. To undo
multiple actions, select the
oldest command you want to
undo. For example, to undo
the last three actions, select
the third action in the list.

Select a change to undo
everything up to that point.

The command you selected and all
subsequent actions are undone.

Tip: You can undo up to 100 actions in
PowerPoint, even after saving the
presentation.

File Home | Insert &
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Redo

Redo is the opposite of undo: it redoes an action you have undone. The Redo button appears only once
you’ve used the Undo command. When Redo isn’t available, it is replaced by the Repeat button.

Click the Redo button.

Shortcut: Press Ctrl + Y.
The last action you undid is redone.

Once you've redone all the actions that
were undone, the button changes back
to the Repeat button.

Repeat
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Repeat is different from redo, because repeat applies the last command again. For example, rather than
applying bold formatting by clicking the Bold button repeatedly, you can repeat the bold command with the

Repeat button or keystroke.

Click the Repeat button.
Shortcut: Press F4.

The action is performed again.
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Sections

Sections allow you to group slides together into different categories, which makes it easier to keep a
presentation organized.

Add a Section

o Select the slide where the new AutoSave (@ o) 9 02-sections - PowerPaint Kayla Claypecl
Sectlon W|” beg'n. File Home Insert Draw Design Transitions Animations = Slide Show Review View Help © Tellme [t =
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. = Not knowing your td __Eename Cancel e
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The section is added as .
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o Type a name for the section. 5 ——
6 Click Rename. s
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The slides are grouped into a new
section. When you create your first
section, all of the slides after the
selected slide are included in the
section.
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Rename a Section

You can rename an existing section after its been created.

With the section heading
selected, click the Section
button on the Home tab.

Select Rename Section.

Type a new name for the
section and click Rename.

Shortcut: Right-click the
Section name and select
Rename Section.

The section is renamed and the new
name is displayed in the Thumbnails
pane.

Kayla Claypool
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Collapse Sections

To more easily see all the sections in your presentation, collapse them down.

Click the Section button on the
Home tab.

Select Collapse All.

Shortcut: Double-click a
section heading to collapse or
expand the section.

Remove Sections

Select the section you want to
remove.

Click the Section button on the
Home tab.

Select Remove Section or
Remove All Sections.

Shortcut: Right-click the
section name and select
Remove Section.

The section is removed, and the slides
that were in it move to the section
above it.

Tip: Remove all of the slides in the
section by right-clicking the section
heading and selecting Remove Section
and Slides.
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Move Sections

Click and drag a section to a
new location.
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Slide Sorter View

Slide Sorter view is a great way to view and organize your presentation, particularly when your presentation

has many slides.

Rearrange Slides

The slide is dropped in the new
location and all slides in the
presentation are renumbered
accordingly.

Click the Slide Sorter button.

Scroll to find the slides you
want to arrange.

Click and drag a slide to a new
location.

Remove Slides

Select the slide(s) you want to
remove.

Click Cut on the Home tab.

Shortcut: You can also press
the Delete key on your
keyboard.

03-slide-sorter-view - PowerPoint
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Return to Normal View

When you’re done working in Slide Sorter view, return to Normal view to continue editing the presentation.

Double-click the slide you want
to edit in Normal view.
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Duplicate and Copy Slides

Once you have one slide exactly the way you want it, you can use it as a starting point for similar slides by
using the duplicate or copy features.

Duplicate a Slide

0 Select the slide you want to
dupl'cate. File Home Insert Draw Design Transitions Animations = Slide Show Review View Help 2 Tellme [t =
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Copy a Slide

If you want to create a copy in another spot in the presentation, use copy and paste instead.
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Present a Slide Show

There are multiple ways you can deliver a PowerPoint presentation, such as distributing paper handouts or
by running the presentation on a computer. Running a presentation on a computer is the preferred method
because it gives you the most control over the presentation and allows you to use multimedia, animation,
and other effects.

Start and End

o Click the Slide Show tab on the AutoSave (@ OF) O-Q o s 01-present-a-slide-show - Paw.. Kayla Claypool
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Move Through Slides

There are navigation buttons located at the bottom-left of a slide when presenting. You can use these to
navigate a presentation or use navigation keystroke shortcuts on the keyboard.

Click the arrows to move
forward or back in the
presentation.

GustomGuide Interactive Training

Keyboard Shortcuts for Presenting a Slide Show

Click the left mouse button or press any of the following keys on the

A toth t sli
SIENEs e e Sle 6 keyboard: Enter, Spacebar, =, 4/, N, or Page Down.

Go back to the previous slide Press any of the following keys on the keyboard: 14, &, P, or Page Up.

Jump to a specific slide Type the slide number and press Enter.

Display a white screen Press W.

Display a black screen Press B.

Turn on the laser pointer Hold the Ctrl key and click and hold the left mouse button.
Turn on the pen tool Press Ctrl + P.

End the presentation Press the Esc key.
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Themes

A theme is a set of unified design elements that you can apply to a presentation to give it a consistent look
and feel. Changing the theme changes the slide background, the font colors and styles, the slide layouts, and
the effects on graphics.

Apply a Theme

Click the Design tab.

Click the More button in the
Themes group.

Small thumbnails appear for
each theme, showing off the
fonts, colors, and designs they
use.

Select a theme.

Tip: Preview a theme by
hovering over it in the menu.

Each theme also includes a few
variants that keep the basic
look of a theme but change
some of the colors and effects.

If necessary, expand the
Variants button on the Design
tab.

Select a variant of the theme.

Notice that changing the theme affects
pretty much everything about your
presentation. It changes the slide
background, the font colors and styles,
the slide layouts, and even the effects
on graphics.
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Format Text

You can use the Font group of the Home tab to change the way the text in your presentation appears by
changing the font type, size, color, and style.

Change Font Type

One way to emphasize text in a presentation is by changing its font type. A font type is a set of characters

with the same design and shape.

Select the text you want to
change.

Tip: If you want all of text in a
text box to change, you can
just select the text box.

Click the Font list arrow.

Tip: Preview a font by hovering
over it in the menu.

Select a new font.

Shortcut: Use the Font list
arrow on the Mini Toolbar that
appears near the mouse when
you have selected text.

Change Font Size

Select the text you want to
change.

Click the Font Size list arrow.

Tip: Preview a font size by
hovering over it in the menu.

Select a font size.

Shortcut: Use the Font Size list
arrow on the Mini Toolbar.

A2-format-text - PowerPoint
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Change Font Color

Changing font color is yet another way to emphasize text in a presentation.

o Select the text you want to 9 - 02-format-text - PowerPoint Drawing
Change. File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format 2O Tell me [ =
Eﬂ & -l‘r-_—l E- | |adel <l - Y o o
. . =
e Click Font Color list arrow. el | e ([ YR s A Draving | Eating | Dicate
- Slide~ T~ | & - A-aar A A A - - o
Clipboard & Slides Theme Colors Fl Vaice ~

The colors that appear at the
top coordinate with your
current presentation theme.

Tip: Preview a font color by
hovering over it in the menu.

Select a new color.

Shortcut: Use the Font Color

list arrow on the Mini Toolbar.

Tip: The Font Color button always
displays the color that was used most
recently. To quickly apply this color to
other selected text, simply click the
Font Color button instead of the list
arrow.
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Apply Text Effects

In addition to changing font type, size, and color, you can also emphasize the text in a presentation by
changing the text effects. The most common and popular styles are bold, italic, and underline, but other
styles such as shadow and strikethrough are also useful.

o Select the text you wa nt to = 02-format-text - PowerPaint Drawing
Change. File Home | Insert | Draw Design | Transitio  Animatio Slide She Review View Help Format © Tellme & A
Ei;g += - | Al HIr. Eiv;Ev E- B o el LQJ
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. . . 4 Introduction

e To italicize, Ctrl + 1. .

e To underline, Ctrl + U. _I
'

Tip: To remove a font style from

selected text, simply click the style 5 G Bt
button again, or use the Clear All ¢ E :
Formatting button. :
I -
Slide20f 8  English (United States) =hots [B R B T -} + 4%
Change the Case

If you want to change the letter case for an entire block of text, it’s simple to switch to lowercase,
uppercase, sentence case, or capitalize each word without manually changing each letter. You can also
reverse the case of selected text with the toggle case option.

0 Select the text. 9+ 02 format text - PowerPant Drawing
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Align Text

There are a couple of different ways to align the text in a text box. You can select from both horizontal and

vertical alignment options.

Select the text.

Select a horizontal alighment
option.

Select a vertical alignment
option.
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Format Lists and Columns

Add Multiple Columns

When you have text on a slide, PowerPoint automatically puts it in one column, but you can break it into
multiple columns if that’s more fitting.

Select the text bOX With itemS 03-format-lists-and-columns - Pow... Drawing
o yOu Wlsh tO Convert to File Home | Insert Draw  Design Transitic Animatio Slide Shc Review View Help Format O Tell me [ =
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Numbered and Bulleted Lists

Use bulleted lists when the order of items in a list doesn’t matter, such as listing items you need to buy.
When the sequence of items in a list does matter, such as to present step-by-step instructions, use a
numbered list instead.

° SeIect the text bOX Wlth the = 03-format-lists-and-calumns - Pow... Drawing
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Change the List Style

If you don’t like the bullet character or number style that has been assigned to your list by default, you can
always change it.

a Select the items with the sty]e - LI 03-format-lists-and-calumns - Pow. Drawing G

you W|Sh tO Change- File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format 2O Tell me = ~
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The new bullet character or number
style is applied to the selected
paragraph(s).
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Keyboard Shortcuts for Working with Lists

Enter Inserts a new paragraph with the same formatting as the previous one.
Tab Demotes the paragraph one level.
Shift + Tab Promotes the paragraph one level.
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Copy Formatting

If you find yourself applying the same formatting over and over again, then you should familiarize yourself
with the Format Painter tool. The Format Painter copies how text or objects are formatted and lets you

apply that formatting elsewhere.

Apply Formats Once

Select a formatted text.

Click the Format Painter
button.

The formatting is copied to the

painter tool. The cursor
changes to a paintbrush to

show that it is now in Format

Painter mode.

The formatting is applied. Notice that
the Format Painter turned off, meaning

if you wanted to apply the same
format to more text, you'd have to
repeat the whole process all over
again.

Tip: You can also use the Format
Painter to copy the formatting of

objects, such as shapes, and apply that

formatting to other objects.

Select the unformatted text.
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Apply Formats Multiple Times

Select the formatted text.

Double-click the Format
Painter button.

Repeatedly select the
unformatted text.

Just like before the text is
reformatted. However, this
time the Format Painter stays
on, so you can continue
selecting text to re-format.

Click the Format Painter
button to turn it off.

Shortcut: Press the Esc key to
deactivate the Format Painter.
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Slide Background

If you don’t like the slide background that comes with your current theme, you can easily change it.

Modify the Slide Background

Click the Design tab.

If necessary, expand the
Customize group.

Click the Format Background
button.

The Format Background pane
opens. From here, you can
adjust the slide's existing
background or create one from
a picture or pattern.

Make changes to the slide
background.

The available options depend
on the current theme section,
but you will usually have the
following options:

e Solid Fill

e Gradient Fill

e Picture or Texture Fill

e Pattern Fill

e Hide Background Graphics

(Optional) Click Apply to All to
use the new background on all
slides in the presentation.

Click Close.
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Customize Themes

If you don’t like the default themes PowerPoint has available, you can create your own theme by saving any
combination of theme colors, theme fonts, theme effects, and background styles.

Modify a Theme

It’s helpful to start with a theme you like that’s close to what you’re looking for and then modify the theme

elements to better suit your needs.
With a theme applied, click the
Design tab on the ribbon.

If necessary, expand the
Variants group.

Click the Variants gallery More
button.

Modify any of the customizable
theme elements:

e Colors: A set of eight
coordinated colors used in
formatting text and objects
in the presentation.

e Fonts: A set of coordinated
heading and body font

types.

o Effects: A set of coordinated
formatting properties for
shapes and objects in the
presentation.

e Background Styles: Select
from a solid or gradient
color, or create a
background using patterns
or graphics.
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Save a Custom Theme

Once you've modified a theme, it’s easy to save it for future use.

Click the Design tab on the -
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Slide Size

PowerPoint allows you to change the aspect ratio of your presentation. The widescreen slide size is best
when presenting on modern displays with a 16:9 aspect ratio. If you'll be presenting on an older display with
a 4:3 aspect ratio, you'll want to use the standard slide size instead.

Change the Slide Size

Click the Design tab.
Expand the Customize group.
Click the Slide Size button.

Tip: To change the slide
orientation, click the Slide Size
button and select Custom Slide
Size. Change the slide settings
and click OK.

Select Widescreen or
Standard.

o Widescreen: 16:9 ratio is
much wider than it is tall
and works well for wide,
high definition screens.

e Standard: 4:3 ratio is only
slightly wider than it is tall
and works best for
traditional screens.

Select Maximize or Ensure Fit.

e Maximize: Crops your
content and fills all the
available space on the slide.

e Ensure Fit: Scales content
down and leaves additional
space at the top and bottom
of the slide.

The entire presentation is resized to fit
the new format.
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Templates

Creating a presentation from scratch can be a little intimidating and time consuming. Luckily, there are
plenty of templates you can use to get started. The template files you download from PowerPoint are
professional-looking presentations, pre-populated with graphics, text boxes, and design elements.

Use a Template

An informational screen
appears showing a description
of the template and the file
size. Use the arrows under the
preview image to view some of
the different slide layouts
available in the template.

Click Create.

The template is downloaded and ready
for you to populate with information.
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Insert Pictures

You can insert pictures or graphics that you have on file, such as pictures uploaded from a digital camera or
graphics created in another program, or pictures from online sources.

Insert Pictures with Placeholders

The quickest way to insert a picture is to use a content placeholder that is already on your slide.

Click the content placeholder’s
Pictures or Online Pictures
button.

The picture is inserted, and the Format
tab appears on the ribbon.

Navigate to the picture you
want to use and select it.

Click Insert.

Tip: To remove an image, just select it
and press the Delete key.
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Insert Pictures with the Ribbon

You can also use the ribbon to insert pictures if there are no content placeholders available.
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Modify Pictures

Once a picture is inserted, you can change its size or location on the slide.

Select a picture.

Click and drag a resize handle
to change its size.

Click and drag the picture to
move it.

Delete Pictures
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Picture Styles

Changing the visual style of a picture or graphic can enhance how it appears on the slide.

Choose a Style
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After a style has been applied, modify different elements of the preset style for a more customized look.
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Crop Pictures

When you crop a picture or graphic, you trim its horizontal and vertical sides. Cropping is useful when you

only want to include a portion of a picture or graphic.

Crop

AutoSave (

Select the picture.

Crop handles appear around
the border of the picture.
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o Click and drag the crop handles
inward.

Tip: To crop all four sides of a
picture or graphic at once
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proportions, press and hold
down Ctrl as you drag the
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Text Boxes

A text box is a special type of drawing object that lets you insert and position text anywhere in a
presentation.

Insert a Text Box

Even though most slides have one or two placeholders for you to insert text, it's a good idea to learn how to
insert your own so you can add more as needed.
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Edit Text
c Select the text box.

You can change the text that appears
in the text box or format it using the
options on the ribbon.

Edit the text as needed.
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Move and Resize

Click a sizing handle of the text
box and drag to the desired
size.

Notice that the position of the
text inside the text box moves
around as it is resized.

Click the edge of the text box
and drag to reposition it.

Tip: Be sure you’re clicking and
dragging the edge of the text
box. You won’t be able to
move it if you click in the
center.
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Shapes

PowerPoint comes with an extensive set of ready-made shapes that you can use to easily draw shapes on
your slides. The Shapes gallery contains more than a hundred common shapes and lines, such as stars,

arrows, and speech balloons.

Insert a Shape

Click the Insert tab.
Click Shapes.

A menu appears showing all
available shapes.

Select the shape you want to
insert.

Click where you want to place
the shape, or click and drag to
“draw” the shape onto the
screen.

Tip: To draw a straight line,
perfect square or circle, or to
constrain the dimensions of
other shapes, press and hold
the Shift key as you drag.

The shape is inserted onto the slide
and the Format contextual tab appears
on the ribbon under Drawing Tools.
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Modify Shapes

There are a few different ways to modify the shapes in a presentation. You can drag them to a new location
on the slide, resize them, or use the adjustment handle to change the shape’s most prominent feature.

c To move a sha pe, click |t and = 02-shapes - PowerPoint Drawing
drag It to a new |0cat|0n on the File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format © Tell me [ =
. KR A g [yBring Forward - [~ | | 7]
slide. G m - Z- oz A- % [ Send Backward =~ [ ;ze
.. . e T@ | styles- A Tet | C@SclectionPane  24- | -
o TO Change a Shape s SIZe' C|ICk Insert Shapes Shape Styles | WordArt Styles ra | Accessibility Arrange
a sizing handle and drag to the PR
desired size. i ’ B ’|
Tip: Press and hold the Shift e n
key as you drag to maintainthe |>
shape’s aspect ratio. . ’
. 3
e To adjust how the shape looks, . ’ e
click and drag the shape’s
. 4 Good vs. Bad
adjustment handle. f —
-]
Tip: Some shapes have more |
than one adjustment handle, = ¥
Wh||e Others don't haVe any at 5||d=:uf12 English (United States) = Notes BB B =¥ -8+ 4% [H

all.
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Change a Shape

If you decide that you’d like to use a different shape instead of the one that you’ve already added and
formatted, you can switch it out. This can be really helpful if the shape already has effects or styles applied
to it because they'll be applied to the new shape.

o Select a Shape, = 02-shapes - PowerPoint Drawing

File ome Insert Draw Design Transitic Animatio Slide She Review View Help Format © Tell me [ =
o Click Edit Shape. r B & A | pa | Gsiremn - B | T
r(':) Change Shape 3 - Z T A' =l FDSend Backward - @I
Shapes - Quick Alt Size
o Select Change Shape. i I —— W10 | o A- | ot | (Sselectonpane 2a- | -
Insert Sl ELE. Reroute Connec yles e | WaordArt Styles | Accessibility Arrange

o Choose a new shape to use PR

instead. 1’ i l

The shape is updated, but the » i 6

L 1?

formatting and size remain the same. ‘ l
|
3
L ‘ l CustomGuide Interactive Training
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Edit Shapes

You don’t have to settle for the basic shapes PowerPoint offers. You can easily modify shapes to create a

unique shape that’s all your own.

Edit Points

Every shape is formed by a series of points. These points can be manipulated to change the shape’s form.

Select a shape.
Click the Format tab.
Click Edit Shape.

Select Edit Points.

Now you can see the points
that make up the shape's
boundary. Each of these points
are editable.

Click and drag the shape’s
points.

When you're done, click
outside the shape to apply the
changes.

B 2-

03-edit-shapes - PowerPoint Drawing
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Format Shapes

Once you've inserted a shape, you’ll probably want to change the style, fill color, outline, and effects applied

toit.

Shape Styles

A shape style is a set of different formatting commands that can be applied to a shape in a single step.

Select the shape.

Click the Format tab on the
ribbon.

Click the More button in the
Shape Styles gallery.

Choose a style.

Shortcut: Click the Quick Styles
button in the Drawing group
on the Home tab and select a
style.

File

Insert Shapes

4 Title Slide

04-format-shapes - PowerPoint
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Format Shapes

If you don’t like any of the premade shape styles, you can edit the fill, outline, and shape effects.

o Select the sha pe. 0] - z 04-format-shapes - PowerPoint Drawing
. File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format O Tellme [ =
e Use the tools in the Shape S
Styles group to modify the Shm . . ﬂ Qu.ck M [Cysend Backard = £ | g0
Styles ~ i Selection Pane 24+
Shape Style' Insert Shapes WaordArt Styles | Accessibility Arrange

Shape Styles r

4 Title Slide
1

o Shape Fill: Adjust the color,
picture, gradient, or texture
inside the shape.

4 Introduction
2

o Shape Outline: Adjust the

color and weight of the ,

Shape's border. CustomGuide Interactive Training
e Shape Effects: Add or 4 Good s, Bad

remove more complicated
effects like glow and bevel.

5 [——— .

-

|
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Options Available in the Color Selection Menus

e

Theme Colors Lets you select a fill color from the colors in the current theme.
Standard Colors Lets you select a fill color from one of the 10 standard colors.
No Fill Removes the fill color.

. Lets you select a fill color from one of the thousands of colors in the Colors
More Fill Colors

dialog box.
Grabs a color from anywhere on the screen and applies it to the current
Eyedropper
shape.
Picture Fills the shape with a graphic you have on file.
Gradient Fills the shape with a gradient that gradually changes from one color to
another.
Texture Fills the shape with a texture.
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SmartArt

Insert SmartArt

The SmartArt feature lets you create and customize designer-quality diagrams. You can even convert
bulleted lists into a diagram using the SmartArt diagram tools.

Click the Insert tab.

. File Home w Draw Design Transitions  Animations  Review View Help © Tellme: [t =
e CI|ck.the SmartArt button on J@ ,@ £3 rO o @Mk - Lo, fvrj 4 0 a
the ribbon. MNem [arss Images | Shapes Icons Esmﬁm ks | Comment | Tet | Symbols | Media
Siide~ Slides - - - Chart - o . -
Tip. YOU can also CIiCk the Slides Tables lllustrations Comments A
. . 5 | Choose a SmartArt Graphic 7 X [+
SmartArt icon in a content
placeholder. B EEa @ SES B._
6 || E= o o=
rocess =
e Select a category. oo = EEIE = = _
. 5{: H\E!’Ef(hy ——— _ _ .=
7
o Select a graphic. o] s = = =_
. L. & Marie | T ke EE] 4 — . —
A preview and a description g || & promi HHH === (Bl 1
appear on the right. o ree = Uit hom grosps o ot o
@ Office.com E!; E Woﬁk:we\lwwt:largea’mountsofLe.veIZ
e Click OK. 0 == Kot gead o for et with o i
28 9 | =1 EEE .
. . . . ncel B
The SmartArt graphic is inserted into ) I @9 | 6 blLl [omat |8
the presentatlon' Slide8of 11 [ : English (United States) = MNotes B 55 B =T -—3F———+ 5% [

SmartArt Graphic Types

List Show non-sequential information.

Process Show steps in a process or timeline.

Cycle Show a continual process.

Hierarchy Create an organization chart or decision tree.

Relationship [llustrate connections.

Matrix Show how parts relate to a whole.

T Show proportional relationships with the largest component on the top or
bottom.

Picture Create a SmartArt graphic that incorporates pictures.
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Populate SmartArt Graphics

There are two ways to add text to a SmartArt graphic: using the Text pane or the graphic itself.

OO0 O00 00

Select the SmartArt Diagram.

Click the arrow at the left edge
of the SmartArt graphic.

Type text for each bullet in the
Text pane.

Click the Text pane’s Close
button or click outside the
SmartArt diagram.

Select any unused shapes in
the graphic.

Press the Backspace or Delete
key to remove them from the
graphic.

AutoSave (® Off) e @ T = 10-smartart - PowerPoint

SmartArt Tools
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* Close [<]
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Insert Tables

To create a table, you must first determine how many columns (which run up and down) and rows (which
run left to right) you want to appear in your table. Cells are small, rectangular-shaped boxes where the rows
and columns intersect. The number of columns and rows determines the number of cells in a table. If you
don’t know how many columns and rows you want in your table, take an educated guess—you can always
add or delete columns and rows later.

Insert a Table

0 Click the Insert Table content 14-insert-tables - PowerPoint Drawing
placeholder File ﬂ Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 2O Tell me [t =
En % D B~ | [adal Body) 12 =-i= =- 14 Th 0 .
H H AV B L—:J
Tip: You can also insert a table .,EE 53' New i IAU § @ & I B3 | brawing | Editing | Dictte
. - Side~ O~ | L£-A-Aa- AN A =ZS=Z== I M M -
by CIICkIng the Insert tab On Clipboard & Slides Font Paragraph B Vaice ~
the ribbon and then the Table k l 2 R
bUtton' 8 Insert Table ? >
. Use Larg
e Specify the number of columns Humberof solumns
@ Number of rows: =
and rows.
e Click OK. o
o Click in a cell and type in your
information. " ]
Navigation shortcuts: -
E3
e Press the Tab key to move ¥
tO the neXt adjacent Ce” Slide 10 of 12 English [United States) = Motes [E 3255 E g -+ + 5% [

e Use arrow keys to move one
cell at a time.

14-insert-tables - PowerPoint Table To...

File Home Insert Draw Design Transitio Animatio Slide Shc Review  View Help | Design  Layout ‘ell me [ =
[ Hescler Row [ First Calurmn . 7
[1 Total Row [ Last Column WordArt Draw
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Add Rows or Columns

You can make a table larger by inserting rows and columns.

With the table selected, click
the Layout tab.

Use the buttons in the Rows &
Columns group to add
additional table cells.

The new rows or columns are added

based on the position of the cursor in
the table.

Delete Rows or Columns

File Home | Insert | Draw  Design Transitioc Animatio Slide Shc Review View Help Design  Layout ell me [ =

s [E3

& 2-

ﬁ EH Insert Below

EE

o
Select  View Delete | Insert [ Szl
- Gridlines ~ | Above [ Insert Right
Table Rows & Columns

12

Slide 10 of 12

Use Large Fonts

14-insert-tables - PowerPaint Table To...
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Toar | & |
= . |+ | Alignment Table nge
e 1 HE " ol
Cell Size

m)

Text Size M,st be at
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-
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You can make a table smaller by deleting rows and columns.

Click in the row or column you
want to delete.

Click the Delete button on the
Layout tab.

Choose a deletion option.

File Home | Insert | Draw  Design Transitio Animatio Slide Shc Review View Help Design @ Layout ell me [ =
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Select

L
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12
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Format Table

Formatting a table is an easy way to spice up its appearance. A table style is a set of different formatting
commands that can be applied to a table in a single step.

With the table selected, click
the Design tab under Table
Tools.

Click the Table Styles gallery
More button.

Select a new table style.

Click an option in the Table
Style Options group:

o Header Row: Specifically
formats the top row of the
table to stand out from the

other table rows.

Total Row: Displays special
formatting for the last row
of the table.

Banded Rows: Formats even
rows differently than odd
rows to make the table data
easier to read.

First Column: Displays
special formatting for the
first column of the table.

Last Column: Displays
special formatting for the
last column of the table.

Banded Columns: Formats
even columns differently
than odd columns to make
the table data easier to
read.

If you want to further customize the
table formatting, select specific cells or
cell ranges and use the Shading,
Borders, and Effects buttons in the
Table Styles group.

)=
File
Header Row [ First Column

[ Total Row [ Last Column
Banded Rows [ | Banded Columns

Table Style Options

-]

14-insert-tables - PowerPaint
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Slide Transitions

Transitions are animations that you can use when advancing from one slide to the next during a
presentation. They can be fun, but be careful not to overdo it with complicated transitions because they can
become distracting.

Apply a Transition
° Select the slide that you wa nt AutoSave (@ o) B- QI os 01-slide-transitions - PowerPaint Kayla C|
to apply a tra nSItIOf‘I tO. File Home | Insert | Draw  Design Transltlons 2 ans | Slide Show Review View Help O Tellme [t =
. . . E\ D ) Sound: NoS ~ | Advance Slide
Tip: To select multiple slides, . ,[; . D Eh ! (© Duration: 02 - On Mouse Click
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Th t 't' . I' d t . t 4 Goodvs. Bad Heneycomb Glitter Vortex Shred Switch Flip Gallery Cube
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transition to all slides in the 5 = ’ Dvccmm - = - _
H H ZDK
presentatlonr click the Apply to : Pan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through
All button on the Transitions =
tab.
o (Opt|0na|) To test the AutoSave (@ of) H- QI s 01-slide-transitions - PowerPoint KaylaClaypool B =~ —
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, ety
cick the Preview button. | I | @ | gl e
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4 Introduction
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Apply Animations

An animation effect is a preset visual effect that can be applied to the text or objects on a slide.

Animate Text

Select the text you want to
animate.

Click the Animations tab.

Click the Animation Styles
button in the Animation group.

From here, you can see all the
available animations They're
grouped by Entrance, Exit, and
Emphasis effects.

Select the animation you want
to use.

e Entrance: Change the way
objects are first displayed in
the slide show.

e Exit: Cause objects to
disappear from the slide
show.

e Emphasis: Make objects
stand out from the others.

e Motion Path: Cause objects
to move around the slide
according to a specific path.

Tip: Don’t get too crazy with
your animations. Animation
effects should be used to call
attention to the main points of
your slide. Too many effects
can detract from your
presentation.

The preset animation is applied
to the text or object and a
preview of the effect is
displayed. A number appears
next to the object showing the
order in which the animation
will be displayed.
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File Home Insert Draw Design Transitic Animatic Slide Shc Review View Help Format

\4[7 72? iﬂ\_, 7’l\_~-: 1= Animé’ane [L

02-apply-animations - PowerPoint Drawing

£ Tellme & =

Reorder Animation

Preview | Animation add =
. Styles - Animation~ 77
Preview mation Advanced Animation Timing
4 Good s, [+]
2

What Makes a Bad Presentation?

cg\b Not knowing your topic
| b Readngths sides
b Too much information
. » Lack of Excitement

° 0 °
o 0
8 =
E
¥

B = B 7 -—4

= Motes

AutoSave (® off) 02-apply-animations - PowerPoint Drawing
File Home  Insert Draw Design Transitic Animatic Slide Shc Review View Help Format 2O Tell me [ =
it, ? . 1,\7 f|# Animation Pane > Reorder Animation
A~ L =r ®
Preview | Animation Add
< 5 = Options - | Animation = S | @
L =
Preview Neone Timing
4 Goodvg iﬁr
e None
k Entrance
SAS
* ok % K r
5 o Appear Fade Fly In Fleat In Split
< < I
Wipe Shape Wheel Random Bars  Grow & Tum
6 [« | Emphasis
A A - A
P /%3 h ¢
L I 3K v 94 b
Pulse Color Pulse Teeter Spin Grow/Shrink
7 o 0
* K Kk K K
P b P =
L §¢ More Entrance Effects...
g | 9 MoreEmphasis Effects.. .
__*E More Egit Effects... ES
| ® 3% More Motion Paths... ¥
Znotes B 55 B T -1 + 4% H

90



Animate Objects

Animating objects on a slide is really no different than animating text. However, you’ll notice the available
effect options will differ depending on what’s being animated.

Select the slide with the object
you want to animate.

Tip: You can add multiple animations
to a single object by selecting the text
or graphic, clicking the Add Animation
button in the Advanced Animation
group, and selecting an option.

Select the object.

Click the Animation Styles
button.

Select the animation you want
to use.
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Remove an Animation Effect

An animation effect can quickly be removed if you decide you don’t like it.

c Select the text or Object with AutoSave @ 0F) [ ©- QI O = 02-apply-animations - PowerPoint Table To..
H i File Home | Insert | Draw  Design Transitioc Animatic Slide Shc Review View Help Design  Layout 2 = =
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Modify Animations

After you've applied animations to text or objects in your presentation, you can add an effect option. An
effect option allows you to change the way an animation effect behaves. For example, if you use the Fly In
animation effect, you can choose the direction from which the object or text flies in.

Customize an Animation

Select an object with an
animation applied.

Click the Animations tab.

Click the Effect Options
button.

The options available in the
menu will vary based on the
animation you're using and the
object you’re animating.

Select an effect option.
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Reorder Animations

If you want to adjust the order in which animation effects play, you can simply resequence them. You'll
notice that each animation is numbered, both on the slide and in the Animation pane. This is the order that
they'll animate.
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Change How an Animation Starts

o With the object and animation AutoSave (@ Of) - QI BT 5 O4-animation-timing - PowerPoint  Kayla Claypool

Selected C|ICk the start |ISt File Home  Insert Draw Design Transitions Animations Slide Show Review View Help & Tell me = ]
’ e
arrow in the Timing group. | w J| ‘[; :g:m - m:t 221 ~ ngm.t
Preview | Animation Effect Add
© Styles~ Options= | Animation= 35 |ay \With Previeus ~ Move Later
e SeleCt hOW you Want the Preview Animation [F] Advanced Animation After Previous A
animation to start. + Goodvs, 1) ] .

. Animation P... ™

e On Click: Starts the * [-][-]

. . . 5 - 19 Not knowing ... []
animation when you click e _ (1122 COWWE:&..: -
th |d What Makes a Bad Presentation? %, Reading thesl..[]

5 eading the sl...
e sligae. l Ar] o . 3%, Too much inf... [ ]
Wth P . Start th = 2 [ 4%, Lack of Excite... [_]
° H =— » oo mch romion A
ith Previous: Starts the ~a] e

animation at the same time
as the previous animationso | * | =]
that one click executes two 9T ]

animation effects. - ] :
l;":..%.- +
e After Previous: Starts the UNEN |l Seconase 4B 2]
animation immediately after ' Shoes B 38 B T - + 4% 3

the previous animation. If
this is the first animation on
the slide, selecting this
option will start the
animation as soon as the
slide appears.

96


http://www.tcpdf.org

