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MINIMIZING THE RIBBON .. ..ttt it e e et et et e e et e et e et e e et et e et et e e et e et e e e et e e et e e et e e et eeraneraenns 233

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 7

Tutor Setup Information

e Copythe sample files folder, PowerPoint 2010 Basics to the Documents folder on
the PC.

e At the end of the course, remove all files modified or created during the course, prior
to re-running the course.

e At the end of the course, reset all program and operating system defaults thatmay
have been modified during the course, prior to re-running the course.
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Using PowerPoint 2010

Opening PowerPoint 2010

Click on the Start button (bottom-left of your screen). From the popup menu
displayed click on All Programs.

5
@* Disk Defragmenter Devices and Printers

Default Programs

»  AllPrograms Help and Support

| |Search programs and files

Click on asubmenu option called Microsoft Office.

t Microsoft Office | B Control Panel
l Fozilla Firefox
. Mozilla Thunderbird Devices and Printers
. Online Services
.. Paint Shop Pro 5

Default Programs

4 Back Help and Support

| |Search programs and files

Finally click on Microsoft PowerPoint 2010.

|E| Microsoft PowerPoint 2010

NOTE: The location of the PowerPoint option may vary slightly from one computer to
another, but with a little searching around you should be able to find it!

Clicking on the PowerPoint option will load the PowerPoint program from your hard
disk into your computer memory (RAM— Random Access Memory). Your screen
will look something like this.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au




PowerPoint 2010 Basics Page 9

# P P e =
m "o insest  Design  Tremstem Al e - e =59

': = | = JJ 2 i

part

Shdte Duthiss: B

1

| Click to add title
Click to add subtitle
Click to add notes ‘

Shdataf) O Thime | EETEN & i |
T a— T e

Opening a presentation

e Toopen afile, click on the Fle Tab (top-left of your screen).

®] i “ |=
File I Home Insert L
= £ Cut :
[ |
Paste . ) ~ New
- # Format Painte Slide *
Clipboard P

e From the drop down list displayed, select the Open command.

® i < |

!ig Home
Lg Save
Save As

4 Close

Info

TIP: A shortcut to open a file is Ctrl+O.

You will see the Open dialog box displayed. Nomally it will display the contents of a
folder called Documents or My Documents.
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|E| Open @
- s
l\...J”\../"I j v Libraries » Documents » - |J-f| Search Documents p|
Organize ¥ New folder =~ O @

[P] Microsoft PowerPc = Documents ||brary

M Computer
£, Local Disk (C:)

Rl

File name:

- ’AIIPowerPointPresentations V]

Tools - [ Open

[ |

Cancel

)

_ Arrange by:  Folder *
Includes: 2 locations
Rbavonzs MName Date medified Type :

=5 Libraries E . Adobe 22/01/201011:24 ... File folder
. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
T o . Downloads 19/02/2010 2213 PM  File folder
&) Pictures 1 . KEEP 28/03/2010 8:35 AM  File folder
H Videos . microsoft 15/08,/2009 12:58 ... File folder

. My Call Graphs 1/02/2010 837 PM  File folder

& Homegroup My Data Sources 24/03/2010 9:01 AM  File folder
. OneMote Notebooks 17/03/2010 11:04 ... File folder

. PowerPoint 2010 Basics 28/03/2010 8:35 AM  File folder

L3

You need to navigate to the folder containing your sample workbook files, called
PowerPoint 2010 Basics. Bydefault the contents of the Documents folder is

displayed. Within the right section of the Open dialog box, you should see a folder
called PowerPoint 2010 Basics. You may have to scroll down the file list to see

this folder.

Double click on the PowerPoint 2010 Basics folder and you will see the contents of
this folder listed within the dialog box.

|E| Open

Organize

- Favorites

ol Libraries
3 Documents
J’. Music
le=| Pictures

B videos

*& Homegroup

M Computer

£, Local Disk (C3)

m

PowerPoint 2010 Basics

MName

2

3

E_‘]AIigning shapes
E_‘] Chart formatting
(1] Chart title

(B Chart type

[ charts
ER ol itk eberkk
£ Colummwidth-row-hetght

(B Computer Parts

[CC

Date modified

24/02/2007 10:13 ...
24/02/2007 9:54 PM
3/11/2007 11:45 AM
28/03/2007 8:25 AM
8/11/2007 10:11 AM
28/03/2007 8:21 AM
27/02/2007 3:56 AM
8/11/2007 9:43 AM

25/02/2007 8:10 PM

L SN I

File pame: Computer Parts

Tools - [ Open

Type

Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF

Microsoft PowerF

3

- ’AII PowerPoint Presentations v]

[

Cancel ]

@U'l . <« Documents » PowerPoint 2010 Basics - | ¢,| Search PowerPoint 2010 Basics 0O |
New folder =+ 0l @
|E| Microsoft PowerP Documents ||brary . )
Arrange by:  Folder «

-

Microsoft PowerF

Select a file called Computer Parts by clicking on the filename.
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e To open the file either click on the Open button at the bottom-right of the Open
dialog box or double-click on the filename. Your screen should now look like this.

Bl e vs

Pasesial

Slides x
- T

Crutfire
B anr. [

(W

The Parts of a Computer

|| Click to add notes

HED)

Navigating between slides

e To move to the nextslide press the Page Down key. Press the Page Up keyto
display the previous slide.

If you prefer using the mouse click on the Next Slide or Previous Slide controls
located at the bottom of the vertical scroll bar.

A4 pe | A

|[Ele=mE = s1% (- (+)

]

e To displaya particular slide, use the scroll bars to display the slide thumbnails
(displayed down the left side of the screen) and then click on the thumbnail.

e Experiment with displaying different slides.
e Before continuing, return to the first slide.
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Using the Zoom tool

e The Zoom controls are displayed at the bottom-right of your screen. You can use
the horizontal slider control to setthe zoom level. The larger the zoom level the
greater the slide will be magnified on your screen.

“am i

[[Elss e = 5% =0 ()

e If you click on the Zoom percentage figure (51%in the illustration), you will see the

Zoom dialog box. This allows you to select a range of pre-set options, or to setan
exact zoom percentage.

Zoom 7]

Zoom to
Eit Percent:
400% |51 5 %
200%
100%G
66%
50%
33%

e

[ Ok ] | Cancel |

Changing PowerPoint views
e There are aset of view buttons in the Status bar at the bottom of your screen.

-
-

|[B]e2 e 2 51 (=)—U (+)
il

B
e NORMAL VIEW: E==
The first view icon is called the Normal view. This is the view you normally work in.

You see the slide thumbnails displayed to the left and the selected slide displayed to
the right.
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i

The Parts of a Computer

[ |
Slide Sorter view: ' =9
Click on this icon and the screen will change as illustrated. This view allows you to

easily rearrange the order of slides within a presentation.

Experiment with rearranging the order of the slides. To do this, select a slide in
Slide Sorter view. Press the mouse button down and while keeping it depressed
down move the mouse pointer to a gap between two otherslides. When you release
the mouse button the slides will have changed position within the presentation.

Reading View: E:;l

Select the firstslide within the presentation and then click on this icon. This view
makes the contents of the slides easier to read. Press the Esc keyto return to
nomal view.
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Cheltenham Cour:

The Parts of a Computer

T —

e Slide Show View: E'
Select the firstslide within the presentation and then click on this icon. The slide will
be displayed as a slide show and fill the whole screen. Click on the mouse button to
advance through the slide show. To stop the slide show at any point, press the Esc
key.

Cheltenham Courseware

The Parts of a Computer

e Before continuing, make sure that you are displaying the presentation in Normal
view.

Using Help

e To displaythe Help window click on the Microsoft Office PowerPoint Help button
at the top-right of the screen.
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~| @]

&3 Find |

2ac Replace -
TIP: To display the Help window you can press the F1 keyboard shortcut.

This will display the PowerPoint Help window.

P .

€ PowerPoint Help = [EBOER
=) = I:.:x:::l [li‘;] ﬁ @ M @/ q H
~ B Search -

5a.0ffice I

products support images templates

Getting started with PowerPoint 2010

i = * Getting started with PowerPoint 2010
* Familiarize yourself with the ribbon

J ® Deliver a presentation on multiple
monitors

m

Browse PowerPoint 2010 support

* |mporting content * Working with
= Organizing and animation
formatting * Warking with charts
* lUsing masters " Working with movies
®* Using templates * Warking with sounds |
see all
All PowerPoint | | &) Connected to Office.com

e You can click on any of the topics displayed in the body of the Help window. For
instance to see whatis new within this version of PowerPoint, click on the Getting
started with PowerPoint 2010 link. You will see the following window displayed.
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) PowerPoint Help . = -

@O @AM AP Q d
~ B Search ~

PowerPaint Home > PowerPoint 2010 Help and How-to > Getting started with PowerPoint A

Getting started with PowerPoint 2010

[fyou know PowerPoint 2007, used an earlier
d | version of PowerPoint, or have never used
I PowerPoint before, explore these resources to
begin learning how to use the latestversion.

|
o

WHAT'S YOUR SITUATION? WHERE TO GO
Familiar with PowerPoint 20077 What's new in
Find out what iz new for PowerPoint 2010 PowerPoint

from the last version. 20107

Used an earlier version of Make the switch
PowerPoint? to PowerPoint

Take an onling course to learn how to use this 2010
version of PowerPoint and what it can do for

Vou.

-
mae . an — .

All PowerFoint | | @) Connected to Office.com

e Try clicking on the What’s new in PowerPoint 2010 link. You will see relevant
information displayed.

e Take a few minutes to explore the type of help available.
e Close the Help window when you have finished experimenting.

Searching for Help

e Press Fl to display the Help window.

e Within the Search section of the dialog box, type in the following and then click on
the Search button.

keyboard shortcuts
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) PowerPoint Help =

€ 2003 QA @]

keybeoard shortcuts * J& Search -

ooOffice

Getting started with PowerPoint 2010

You will see the following displayed.

products support images templates

v

%) PowerPoint Help =

@8 GA&

keyboard shortcuts - J Search -

PowerPoint Home

Search results for keyboard shortcuts

] Back

Keyboard shortcuts for Clip Organizer

Keyboard shortcuts for Smart&rt graphics

ARTICLE | The keyboard shortcuts that are described in

Keyboard shortcuts for use while delivering a presentati
ARTICLE | You can use the following keyboard shortcut

Accessibility Features in Microsoft Office 2010

ARTICLE | If you create documents in several Latin-base

Type or edit text in a different language
ARTICLE | When you need to type documents in differe

Keyboard shortcuts for working with shapes, text boxes,

Mext [

ARTICLE | Toolbar shortcuts To do this Press Display the Co...

ARTICLE | The keyboard shortcuts described in this Help to...
and W...

thi...

o in ..
5 W..

Keyboard shortcuts for use while creating a presentation in Po..,
ARTICLE | Key to using keyboard shortcuts The keyboard s...

ARTICLE | Microsoft Office 2010 continues the dedication t...

Switch between different languages by setting the precfing lan...

d la...

nt l...

m

All PowerPaint | | &) Connected to Office.com

Click on one of the links and quickly investigate the help available.

Experiment with finding your way round the Help window.
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e Close the Help window.

Using the Help Table of Contents

e Press Fl to open the Help window. Click on the Show table of contents button,
displayed within the Help window toolbar.

e

&) PowerPoint Help = = 2
=) (= .;:,:(:-;. .;:E.;-:u fat @ AL @ @ H

~ B Search -

oo Office

products support images templates

e This will display the Table of Contents down the left side of the Help window.

-

&) PowerPoint Help = B E
G @E M &AQ e R
- O Search ~
Table of Contents x " i o
{§) Animate text or objects - a.ﬂo‘fﬁce
eFiIe formats that are supported in PowerPoin
eKeyboard shortcuts for use while delivering a praducts support images templates

e\ﬂew your speaker notes privately, while deliy
ewhat is a slide layout?

ewhat is a slide master?

ewhat is a theme?

Getting started with PowerPoint 2010

m

e e View? (= ®* (Getting started with PowerPaoint 2010
@t IS Fresenter Views e - .
eD D — I ] * Familiarize yourself with the ribbon
@Pupicate animations with the animation pain 4 * Deliver a presentation on multiple e
e\ﬂdeo: See translations in PowerPaint with th manitars
& What's new P |
Installirn B
@ . Browse PowerPoint 2010 support
@Acﬁvat’ng PowerPoint
Getting help ) ) )
§F1 " ® Importing content = Working with
ile managemen o . .
’G I — = Organizing and animation
LTI AT T farmatting = Working with charts
@ Working with text = Using masters = Working with movies
&pSpeling, grammar, and thesaurus ® Using templates * Working with sounds i
@Working with tables
@Working with charts cee all
@Working with SmartArt graphics i
o L 3 J -
All PowerPoint | | &) Connected to Office.com
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Clicking on one of the options within the Table of Contents will display further
options, as illustrated below.

& PowerPoint Help = @ 6

P @ 0 EA e B
- p Sparch =

Table of Contents x - . . -
@) vour spesker nates privately, whie dek - | B OFFiCE

§hat s a side Lyyout?

euur._..m.. sl P producis suppoil IMAgEs templales
{)hat is a Sheme?

@ Whatis Presenter viewi 8| Getting started with PowerPaint 2010

ﬂl.‘ll.nh:ube Srimatons with the snimation pain!

Widea: £ aredal PersrrPaint with
@ % bzranlons & Eul = Gatting started with PowerPoint 2010

What's new L 4
@L . \ e = Familiatize yourself with the ribbon
@ . * Delrarr o presentabon on multiple E
@hﬁrﬂul’m’l‘mﬂ —

A etting help
|- ul‘lewﬂ
(G Pualomatically save ared recover Cifice G
ﬁ.cm:ﬁnru.edm-

Browse PowerPomt 2000 support

ﬁw&mﬂ‘dbﬂmﬂemr
() Cstemize the kst af recenty used fles

(g Cstemize: the kst af recently visted plan
a.[):ln!i'levd‘:ll'ﬂdﬁmpuill 10
ﬂﬁfluumbe‘hmal:ﬂuumu
ﬁlum:ﬂu!mﬁmm GpEn A F
ﬂ.lkfmﬂbhatx: suppartad in Povwert

= Cwganizing and
farmatting

* Llsing masters

= Llsing templates

* Imgodting content

* Working with
arnrmalen

* Warking with chars

* Working with mavies

= Warking with sounds

| @ Connected to Office.cam

Clicking on one of the ‘question marks’ within the Table of Contents will display

related information, as

illustrated below.

llcate animations with the anmation panter
10 Ses trandations i PowerPoint with the M Tr

Compatiie sudo and video fle formats n Powert
Customize the kst of recently used filas

Customize the st of recently vsited places
Determine whether a PowerPoint 2010 presental
Differerices between the OpenDocument Presen!
Features that change when you apen a PowerPo
File formats that are supported in PowerPont 14 _

) T — |

) PowerPoint Help = =
2 xEH AAD e
= B Search =
Table of Contents K| Powertom tiome > Poserfo 2010 e s How- 12 » File management
 your spesker notes privately, while delveringa « " .
st 2 ide yolit? | Automatically save and recover Office files
itis 2 slide master?
tis a theme? The AutoRecover feature |s not 3 subshiute for manually saving your work by clicking
at is Presenter View? =

Save Regularly saving the file Is the surest way to presene the
work that you have done, but somelimes a Microsoft Office program closes before
you can save changes fo a file that you are workang on. Some possible causes
inciude the following

« A power outage ocours.

« Your system is made unstable by another program.

» Something goes wrong with the Microsoft Office program itself
« You close your file without savng it

Although you cannot always prevent problems such as these, you can take steps to
protact your work when an Office program closes abnommally

Keyboard shortcut To zave a file, press CTRL+S.

What do you want to do?

¢ Laam how AutoRacover warks

All PowerPaint. |

| @ Connedted ta Office.com
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Spend some time exploring the table of contents and finding your way around.
Close the Help window before continuing.

Saving a presentation

To save the changes you have made to the presentation, use the Ctrl+S keyboard
shortcut or click on the Save button (top-left of the screen).

RlEp-vls
File Home Insert

e

Paste MNew
- " Slide
Clipboard

If you have made changes to the presentation, this will display the Save As dialog
box allowing you to specify a file name. If you have made no changes then this will
simply resave the presentation.

Closing a presentation

To close the presentation click on the Fle Tab (top-left of your screen) and then
click on the Close command.

IE- 5 1 1
| save
B save As

._3 Open

Recent

The PowerPoint window will now look like this, as the program window is open, but
no presentations are open within the program.
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Closing PowerPoint

e To close the PowerPoint program, click on the Close icon (top-right) of your screen.

- o[
7

=2

Opening multiple presentations

e Restart PowerPoint.

e You can open more than one PowerPoint presentation at a time. Press Ctrl+O and
open a presentation (it does not matter which one).

NOTE: Remember that you may need to change to the folder containing your
sample files, which is called PowerPoint 2010 Basics, which is stored under the
Documents folder.

Then open a second and then a third presentation.

Switching between multiple presentations

¢ You should see an icon representing the PowerPoint program displayed at the
bottom of your screen, within the Windows Taskbar.

Slidel of 1 | “Office Theme™ |

% AFEIEIEE

e Click on the PowerPoint icon and you will see a list of the open presentations.
Clicking on an item within the list will display that presentation.
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2 Chart type - Microsoft PowerPoint

‘ [ Column width row height - Microsoft PowerPoint

[ Aligning shapes - Microsoft PowerPoint

Slidel of 1 | “Office Theme”

TIP: Pressing Alt+Tab allows you to switch between open presentations that are
running.

Close all presentations and close PowerPoint.
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Creating a Presentation

Creating a new presentation

e Start PowerPoint. You will see ascreen as illustrated.

B * Fesentmand « Micmaoh PeweFnnt #
[ I Mad D TR R e ghiw  Rivie - hdadna @

Click to add title

Click Yo add notes

e Most presentations start with a title page and this is what you are viewing on your
screen. Click within the area of the slide displaying the message 'Click to add title'.
You will see atitle placeholder outlined, as illustrated below.

e You can now type in a title for your presentation. In this case type in the word
'‘Computers’, as illustrated.
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Computers

TIP: When creating slide titles, always use meaningful tittes. Use a different title for
each individual slide as this will make it much easier to navigate from slide to slide
within long presentations. When viewing slides in Outline view (more later) you will
be glad that each slide has a unique identifying slide title.

Next click within the area of the slide displaying the message 'Click to add subtitle'.
You will see a subtitle placeholder outlined, as illustrated below.

Computers

Type in your name as a subtitle, in the example illustrated the name David Murray
was entered.
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Computers

Inserting a new slide

We have finished creating our title slide, next we need to insert a new slide so that
we can start creating the rest of the presentation. To do this, if necessary, click on
the Home tab, and you will see the New Slide button displayed in the Ribbon.

Rld9-0I=
[ eesm——|
Home Insert Design
| —
II_} ) ] [5=] Layon
EET m=| Rese
Paste Mew
» < Format Painter | | gjige~ 5 Secti
Clipboard u Slides

NOTE: There are two parts to this button. Try clicking on the upper part of this
button, i.e. the part that contains an icon picture that represents a new slide (we will
see the effect of clicking on the lower part of this button later).

=]

Anew slide is displayed, as illustrated.
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Click to add title

* Click to add text

raii

NOTE: You can now see two 'slide thumbnails' displayed to the left of your screen.
The layout of the slide that you have justinserted is different. There is nosense in
having two Title' slides in one presentation.

Click within the area of the slide displaying the instruction 'Click to add title'. Type
in the title for this slide, in this case type in the words 'System Unit".

Click within the area of the slide displaying the instruction 'Click to add text'. Type
in the text for this slide, in this case type in the words:

The main PCbox which houses the various elements which go together to
make up the PC.

Press the Enter keyto drop you down to the nextline. Notice that a bullet pointis
automatically inserted for you. Type in the following information to make up the
second bullet point.

Contains items such as the computer memory, hard disk and DVD drives.

Your slide will now look like this.
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System Unit

* The main PC box which houses the various
elements which go together to make up the
PC

= Contains items such as the computer
memory, hard disk and DVD drives.

This slide is now complete and you can insert your next slide. Create the following
slides within your presentation.

System or Mother board

= Contained within your system unit

= The CPU is normally housed on your system
board

* |tems such as the hard disk are attached to
the system board, either directly or via cables.
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Screen

« TV type screen on which you view your
programs. They are supplied in different sizes,
common sizes range from 15" to 21" screens.

* Poor quality or badly maintained monitors can
harm your eyesight.

Memory (RAM)

* RAM (Random Access Memory)

* |s where the operating system is loaded to
when you switch on your computer and also
where your applications are copied to when
you start an application, such as a word
processor or database program.
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Keyboard

« Allows you to type information into the
computer

Mouse

* Used to select drop down menus, to point and
click on items, to select items and to drag and
drop items from one place to another

Hard Disk

* The main storage area within your computer.

* Used to store your operating system, your
application programs (i.e. your word

processor, games etc) and your data.

* Hard disks are installed within the system unit
of your computer.
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Recommended techniques when creating slide content

e Keep your paragraphs as short as possible. Use bullet or numbering formatting
within your paragraphs. This makes itmuch easier to read.

Undo and Redo

e When creating or editing a PowerPoint presentation always remember that if you
make a mistake, in most cases you can click on the Undo icon and undo the
mistake. The Undo icon is displayed at the top-left of your screen.

e Try selecting a word within a slide and then pressing the Del keyto delete it. Then
click on the Undo icon to undo the deletion.

[ -
NOTE: You cannot undo a mistake after you have saved and closed a file.

TIP: As well as Undo there is a Repeat icon to repeat the last action for you.

O

Saving a presentation

¢ You have created your first presentation. You now need to save this presentation to
your hard disk. To do this click on the Save icon towards the top-left of your screen.

el[H]o- 0 -
File Home Insert

E
Paste

-

Clipboard

e You will see the Save As dialog box displayed, similar to the illustration below.
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IE Save As @
o
{ pu |@ » Libraries » Documents » - | 3 | | Search Documents P |
Organize v Mew folder 4= ~ @
|E| Microsoft PowerPc—  DOCUMenNts ||brary . )
] Arrange by:  Folder =
Includes: 2 locations
W Favorites E MName Date modified Type -
= . Adobe 22/01/201011:24 ...  File folder
=l Libraries
@ D . Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
ocuments
J’ Musi . Downloads 19/02/2010 213 PM  File folder R
usic
i) Pictures . KEEP 28/03/2010 8:35 AM  File folder
E Videos . microsoft 15/08/200912:58 ... File folder
. My Call Graphs 1/02/2010 8:37 PM  File folder e
* 4| 1 | 3
File name: -
Save as type: ’PowerP'oint Presentation v]
Authors: David Murray Tags: Add atag
~ Hide Folders Tools - [ Save ] [ Cancel ]

If necessary scroll down the list of folders displayed within the right side of the dialog
box until you can see your samples folder called PowerPoint 2010 Basics.

[P Save s (5
——,

( ;u |@ v Libraries » Documents » - | +y | | Search Documents pe |
Organize = MNew folder == - @
[B] Microsoft PowerP—  DOcuments ||bl—ar3ulr \ )

: Arrange by:  Folder «
Includes: 2 locations
w Favorites 1 Mame Date modified Type i
) ) ) o . KEEP 28/03/2010 8:35 AM  File folder
& Libraries | microsoft 15/08/200912:58 ...~ File folder —
£ D“‘_’me”t‘ | My Call Graphs 1/02/2010 837 PM File folder
s Music My Data Sources 24/03/20109:01 AM  File folder =
I Pictures OneNote Notebooks 17/03/201011:04 ... File folder
B Videos | | PowerPoint 2010 Basics 28/03/20109:22 AM  File folder =
_ v T TIT | 3
File name: Computers -
Save as type: [PowerP oint Presentation v]
Authors: David Murray Tags: Add atag
+ Hide Folders Tools ~ [ Open ] [ Cancel ]
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Double click on the PowerPoint 2010 Basics folder to change to that folder. You
will see the sample files listed in that folder, as illustrated.

|E| Save As @
@uv| , « Documents » PowerPoint 2010 Basics - | 4 | | Search PowerPoint 2010 Basics 2 |
Organize « MNew folder 4= = IZEI
[P] Microsoft PowerPc Documents I|brary . .
) ) Arrange by: Folder «
PowerPoint 2010 Basics
= 1 Mame Date modified Type u:
i [E} 24/02,/2007 1013 Micros WEr
B Libraries B 7 24/02/2007 10:13 .. Microsoft PowerF
3 Documents [ 3 24/02/2007 3:54 PM  Microsoft PowerF
Ju Music [E]] Aligning shapes 3/11/2007 11:45 AM  Microsoft PowerF
|E| - 28/03/2007 8:25 AN Wicros WET
&) Pictures _1 Chart formatting 28/03/2007 8:25 AM  Microsoft PowerF
B videos ] Chart title 8/11/2007 10:11 AM  Microsoft PowerF
(] Chart tvpe 28/03/2007 8:21 AM  Microsoft Powerf ™
- 1 b
File name: Computers v
Save as type: | PowerPoint Presentation V]
Authors: David Murray Tags: Add a tag
= Hide Folders Tools - save l ’ Cancel ]

Notice that the file name suggested by PowerPointin the File Name section of the
dialog boxis Computers.

FE] WNdIL LY pE LO/UDS LUV DilL FIVI IWVHLIUSUIL FUWETE
_ * 4 m 3
File name: Computers -
Save as type: [PowerPoint Presentation v]
Authors: David Murray Tags: Add a tag
4 Hide Folders Tools - [ Save l ’ Cancel ]

This name is taken from the title you typed into your first slide. Click on the Save
button to save the presentation to your disk.

TIP: Now that you have named your presentation, in future clicking on the Save icon
will not ask you for a file name, but will automatically use the existing file name and
overwrite the contents of the version of the presentation that you have saved on
disk.
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Saving apresentation using a different name

Sometimes you may like to have different versions of a presentation saved on disk.
To save the presentation using a different file name, click on the Fle Tab (top-left or
your screen) and from the options displayed click on the Save As button.

®] |

Home Ir
lﬂ Save

ﬁ Open

o Close

Recent

This will display the Save As dialog box.

PowerPoint 2010 Basics

- Favorites ‘

MName
- Libraries 2
3 Documents IE_‘] 3
Jf Music IE_I] Aligning shapes
=] Pictures |E_1 Chart formatting
B Videos (] Chart title

] Chart type

|ESaueAs @

Ou | . % My Documents » PowerPoint 2010 Basics - |i'v? | Search PowerPoint 2010 Basics 0 |
Organize v New folder =~ @
U{ Qrganize this folder's contents. Fuments ||brary Arrange by:  Folder v

»

Date modified Type

24/02/2007 10:13 ...
24/02/2007 9:54 PM
3/11/2007 11:45 AM
28/03/2007 8:25 AM
8/11/2007 10:11 AM

Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF

Microsoft PowerF ¥

v 4| {1l

28/03/2007 8:21 AM
| »

File name:

Save as type: [PowerPoint Presentation

Authors: David Murray Tags: Add atag

4 Hide Folders Tools

)

- Save Cancel ]

Within the Fle name section of the dialog box, enter a new name such as My Frst

Presentation.
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- Favorites

PowerPoint 2010 Basics

Mame
- Libraries 2
3 Documents 'E_H 3
J‘. Music [E) Aligning shapes
=] Pictures E_‘] Chart formatting
H videos (B Chart title

(B Chart tvpe

Date modified

24/02/2007 10:13 ...
24/02/2007 9:54 PM
3/11/2007 11:45 AM
28/03/2007 8:25 AM
8/11/2007 10:11 AM
28/03/2007 8:21 AM

- 4| 1

[P] Sove s =
£ oW | « - - i e |
ot .« My Documents » PowerPoint 2010 Basics - | + | Search PowerPoint 2010 Basics @
Organize v New folder B= - (7]
- -
[B] Microsoft PawerPc— ~ Documents library i i
Arrange by:  Folder =

Type

Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF
Microsoft PowerF

Microsoft PowerF ™
2

File name: My First Presentation

Save as type: IPowerPoint Presentation

Authors: David Murray

Tags: Add a tag

“ Hide Folders

Tools ~ [ Save

| [ conce |

Click on the Save button to save the presentation.

You now have two copies of the presentation saved to disk. The firstone is saved
as a file called Computers, while the second copyis saved as a file called My Frst

Presentation.

Close your presentation and close PowerPoint.
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Manipulating Slides

Inserting slides with a particular slide layout

e Start PowerPoint and open the presentation called Manipulating Slides.

™|

[ ]

The Parts of a Computer

|| Click to add nates

e Displaythe last slide within the presentation.

Hard Disk

* The main storage area within your computer.
* Used to store your operating system, your
application programs (i.e. your word
processor, games etc) and your data,
. * Hard disks are installed within the system unit
of your computer.

+| Click to add notes

il

e Click on the bottom part of the New Slide button (the part displaying the text New
Slide).
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CIIN™ R A N
W Insert Design Transitit
E & Cut )\'i_—l Layout =

Exy Copy - Resat
Paste Mew | [
- - Format Painter| | sjige - |5 Section ~
Clipboard M | Slides |

This will display a drop down allowing you to select the type of slide layout that you
wish to insert. Selectthe Two Content option as illustrated.

EEA2-0=
m Hume Inaek Diesign Transitions Animalions Shicle Showr

| == Cut 2 EH Loyt - -

_"I ‘* J = " A a "
o Sh Copy * | ﬁjﬂ!ul
Pasl AV A
e F Format Fainter Iﬁllg' =] Sextion ~ B 2 U 8 s A A

Chpboard = DHfice Theme

Slides || Outling '

Btmory [RAM] e

AN Rl R iyt || s
= a wharn P wwlion awle w besdad |
T
A et s e Title Shde
e L i, n
e

Seclion Heades

o i ..g]-

R e e e LR
e

Compaizon Tille Only

S | I | | N —

B v Elank Conlenl with Picture wilh
Captian Captian

" i e o e e
smp ma e ne e w et | (5] [uplicate Sebected Slides

-E‘] Slicles lam Culline.

= Beuse Shdes..
T

e Your screen will now look like this:

Click to add title

T P T T

.Lﬂ_ mJ_
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Click within the title area of the slide and insert the following title.

Laptop Computers

Click within the left 'Add text' area and add the following text.

All the computer components are contained within a single unit.

Click within the right 'Add text' area and add the following three lines of text.

Portable
Flexible
Normally more expensive than desktop computers

The slide will look like this.

Laptop Computers

« Allthe computer * Portable
components are + Flexible
contained within a

* Normally more
expensive than desktop
computers

single unit.

Modifying the slide layout

Display the slide displaying information about the Keyboard. To do this scroll
through the thumbnail list, displayed within the left side of the window and click on
the slide titled ‘Keyboard’.
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Keyboard

* Allows youto type information into the

computer

¢ Within the Home tab, click on the Layout button.

EId9-ov|-

Bl
3 Copy -

Paste
- y Format Painter

Clipboard |

Insert

w
£

Mew

Design

Transitions

Layout =

Reset
Slide = E Section -
Slides

e From the drop down options select Two Content.

BIEH9- U=

Home Insert Design

Paste

Transitions Animations

¥ cut )I_—I |55 Layout ~

Office Theme:

B3 copy -
Mew
';YFormat Fainter | glige ~
Clipboard |

Slide Show Review

Siides | Outline |

7

= Allcwa you i e infommatioe i R

keyboard

Title Slide

* Ll 1o acdect Ao Sowe: meria, B poit e

Section Header

Mouse

dlick o itoma, i adect itma wed i Sy wed
e ifema frem oo place 1= aeier

| e e
H CE =B SEIT 43 :
""" Two Content
Title Only
Blank Content with Ficture with
Caption Caption -
1 e
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The layout will change as illustrated.

keyboard

+ Allows you To type
infermation into the
computer

* Click to add text

e You can click within the right hand text area and add more text such as:

Many different types of keyboard are now available.

Changing the background color on the active slide

e Make sure that the slide relating to the Keyboard is displayed.

Keyboard
= Allows you o type * Many different types of
infarmation into the keyboard are now
computer available

e Click on the Design tab and then click on the Dialog Box Launcher button,
displayed at the bottom-right of the Background group.
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int = = 3
> @
- — n Colors = :
Background Styles =
Ase] Az (A2 B A2 |- @ronter | 2
| L T EEEEE . [ Effects o [ Hide Background Graphics
Background s

This will display the Format Background dialog box.

Format Background
- Fill
Picture Corrections @ Solid fil
Picture Color © Gradient fill
. ) Picture or texture fil
Artistic Effects
) Pattern fill
[] Hide backaround graphics
Fill Color
Transparency: G 0% =

| Close | | apply toal

Click on the down arrow to the right of the Color section.
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Format Background @
Fill l Fill
Picture Corrections @ Solid fil
Picture Color ) Gradient fi
. () Picture or texture fil
Artistic Effects -
() Pattern fil
[7] Hide background graphics
Fill Calar
Color: @3
Transparency: U 0% z

e This will display a drop down from which you can select a color. Selecta light blue
color.

Format Background @
Fil I | i
Picture Corrections @ Solid fil
Picture Color ) Gradient fil
- ) Picture or texture fill
Artistic Effects -
) Pattern fil
[7] Hide background graphics
Fill Color

Color: Iy -

Transpa Automatic

L1Ld

Theme Colors

Standard Colors
| § | EEEENE

9 More Colors...

[ Close ] ’ Apply to Al l

e Click on the Close button. As you can see from looking at the left of your screen,
this color has only been applied to the active slide.
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O BN T bl ey laan e Faessuen = #F B
-_-.u [ r— - — Y]

= [ e ﬂ-lﬁulﬂﬂﬂﬁrl—l.—-f‘; e

e Scroll up and down through your presentation to confirm that only the slide relating
to the Keyboard has a light blue background.

Changing background color on all the slides within a presentation

¢ Click on the Design tab and then click on the Background Dialog Box Launcher
button.

> @

n Colors =
Qﬂ Background Styles =
Aa l Aa | [ Eonts>
%| . Effects » Hide Background Graphics

Backaground

e This will displaythe Format Background dialog box. Click on the down arrow to
the right of the Color section. This will display a drop down from which you can
select a color. This time select a light red color.
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Format Background @
Fil | | Fin
Picture Corrections | | @ Solid fil
Picture Color ) Gradient fil
L ) Picture or texture fil
Artistic Effects _
) Pattern fill
[] Hide background graphics
Fill Color
Colar: {3 -
Transpa Automatic =
Theme Colors

u I I I i !Red, Accent 2, Lighter 40%

Standard Colors
HE EEEER

4% More Colors...

[Resetﬁad{ground ] ’ Close ] ’ Apply to Al

e Click on the Apply to All button.

[ Reset Background ] ’ Close ] [ Apply to Al ]

e Click on the Close button to close the dialog box. As you can see from looking at the
left of your screen all the slides now have a light red background.
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B gy Lty e e Famastemn - B
—ll-n—-lli-—l-—_.i-lll——-ll- _____ X}

2 o W R B

Save your changes and close the presentation.
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Themes

Applying a theme to a presentation

e Open a presentation called Designs.

The Parts of a Computer

= | Click toadd notes

e Click on the Design Tab.
e Click on the down arrow to the right of the Themes section.

= B 3
@
E Colors = o
Background Styles =

1l Aa_ Aa Aa. - | [A]Fonts = @
[sr—— [— < | [ Effects - [ Hide Background Graphics
Background ra

S

| »

e This will display a drop down from which you can select a design type, such as the
Angle design.

Bl 7 e T il it Pty

Bl — - susurs  ammpar bty e
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e Once you click on a design it will be applied to all your slides, as illustrated.

#lda-uls Desgrrs - Micasmft PeveerPownt = L

2
Woose:-
18 ckground Syles -
I Aa ml onts =
[Bferseess= Wt Basgroung Graphic

=
| .. oo

Shde 1888 | Angher | (D Bens ss o U
T =

&

As you can see with very little effort your slides suddenly look much more
interesting!

o Experiment with applying other designs to your presentation slides.
e Save your changes and close the presentation.

Modifying the theme colors

e Open a presentation called Modifying Designs.
e Click on the Design tab and within the Themes group click on the Colors button.

= Bl 2

=~ @

HCCHOFS s @
Background Styles =
L Aa— @Fonts >
= EmEEm @Eﬁ'ects . |:| Hide Background Graphics

EBackground P

e This will display a drop down list. Move the mouse pointer over the drop down list
and you will see that the colors within the presentation change. Click on one of the
colors to apply that color scheme.
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Modifying Designs - Microsoft PowerPoint = & 3
Review

= fa ]

Themes EOODEEEE Gryscle
BEONECONNN Adjacency -
Angles E

EODNNNENE Apex
EONNENCN Apothecary
HONNEEEE Aspec
NMOENNNENE  Austin
Elack Tie

Civic
Clarity

Composite

1

Concourse
Couture

Elemental

EONENEEN Equity

HEONONNEN Essential
EONNNNEE  Executive
EONENENE Fow
BEONOOEEE  Foundry
EEEEEENE crid
LCreate New Theme Colors...

Reset Slide Theme Colors

o Take a little time experiment with applying this feature.

Modifying the theme fonts

¢ Click on the Design tab and within the Themes group click on the Fonts button.

= B E2

o @

<] Background Styles =

Hide Background Graphics

Background [

e This will display a drop down list. Move the mouse pointer over the drop down list
and you will see that the fonts within the presentation change. Click on one of the
fonts to apply that font scheme.
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Maodifying Designs - Microsoft PowerPoint

@ Background Styles =

=y

Themes

Aa

Aa

Aa

Aa

Aa

nCcqursv
Aa—][Aa_||Aa E Aa | e
eI

Office
Calibri
Calibri

Oifice 2
Calibri
Carrbhria

Office Classic
Arial

Tirnes Hew Foman

Office Classic 2
Arial
Arial

Adjacency
Catnbria
Calibri

Aa

Angles

Franklin Gothic M...
Franklin Gothic Book

Aa

Take a little time experiment with applying this feature.
Save your changes and close the presentation.

Create New Theme Fonts...

Apex
Lucida Sans
Eook Anfiqua
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Text Boxes (Placeholders)

Editing Text Boxes (Placeholders)

e Open a presentation called Placeholders.

Al bl

F Pacshabian - Mool Feserfon ¥
- ot it Tt e )
= fra &, ] ‘

The Parts of a Computer

e Displaythe first slide within your presentation.
e Selectthe text Cheltenham Courseware and replace it with your name.

.
.

The Parts of a Computer

Da

e Click on the presentation title and you will see the title placeholder, as illustrated.
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TIhe Parts of a Computer :

vavia iviurray

These placeholders determine where the text will be displayed on the slide. You can
move or resize any placeholder within a presentation.

Resizing a Text Box (Placeholder)

Click on the placeholder containing your name. Move the mouse pointer over the
‘handle’ in the middle of the top edge of the placeholder. Press the mouse button
and while keeping it pressed move the mouse pointer up the slide. When you
release the mouse button the placeholder will be resized so thatitis taller. Try
resizing this placeholderso that it is shorter.

Use the same technique on either side of the placeholder to make the placeholder
narrower or wider. In this case you will need to drag the handle on either vertical
side of the place holder.

Try moving the mouse pointer to one of the four placeholder corners and you will be
able to drag to resize the placeholder in two directions at the same time, allowing
you to make the placeholder narrower or wider and also taller or shorter.

Experiment with resizing the placeholder containing the title.

Before continuing resize both placeholders to their approximate original sizes.

Moving a Text Box (Placeholder)

Click on the placeholder containing your name. Move the mouse pointer over the
dotted line representing the placeholder (not over a handle). The shape of the
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mouse pointer will change. Press the mouse button and while keeping the button
pressed move the mouse pointer up the screen. When you release the mouse
button the name placeholder will be displayed higher up on your slide.

David Murray

The Parts of a Computer

e Use the same technique to move the title placeholder down and to the left on your
slide.

David Murray

The Parts of a Computer

e Save your presentation and close PowerPoint
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Manipulating text

Selecting text

e Open a presentation called Manipulating text. Display the second slide displaying
information about the 'System Unit'

* The main PC bos which houses the various
elements which go together to make up the
FC

h a1 the compute
mory, hard disk and DVD drives

:
= | Chick to add notes

e To selectaword on the slide double click on that word. Try double clicking on the
word 'box'. You will then see this word highlighted indicating that it has been
selected.

7+ The main PChoxwhich i

houses the various elements

which go together to make up
the PC.

e To selecta number of words within a paragraph, click before the first word that you
wish to select and hold the Shift key down. While keeping the Shift key pressed
click just after the last word that you wish to select. Release the Shift key and the
text will remain selected, as illustrated. Try this now.
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'+ The main PCboxwhich 1

houses the various elements

which go together to make up
the PC.

To select an entire paragraph, triple click within that paragraph. Try triple clicking
within the second paragraph and you will see the following.

houses the various elements
which go together to make up
the PC.

Contains items such asthe
computer memory, hard disk
and DVD drives.

—_———— e —_——————— {0}

Moving text within a slide

Display the slide relating to the Screen.

Select the first bulleted paragraph. Press Ctrl+X to Cut the selected text to the
Clipboard.

Click atthe end of the last bulleted point and press the Enter key to insert a new
bullet point.

Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

Moving text between slides within a presentation or between
presentations

Display the slide with the title 'Hard Disk'.

Select the last two bulleted paragraphs. Press Ctrl+X to Cut the selected text to the
Clipboard. Displaythe next slide titled 'Internal Hard Disk".

Click after the bulleted paragraph and press the Enter key.
Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

TIP: You can use the same method to move selected text to a slide within a different
presentation.
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Copying text within a slide

e Displaythe slide relating to the Memory.
e Selectthe first bulleted paragraph. Press Ctrl+Cto Copy the selected text to the
Clipboard.

e Click atthe end of the last bulleted point and press the Enter key to insert a new
bullet point.

e Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

Copying text between slides within a presentation or between
presentations

e Displaythe slide with the title 'System or Mother Board'.

e Selectthe lasttwo bulleted paragraphs. Press Ctrl+C to Copy the selected text to
the Clipboard. Display the slide titled 'System Unit".

e Click after the last bulleted paragraph and press the Enter key.
e Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

TIP: You can use the same method to copy selected text to a slide within a different
presentation.

Deleting text

e Practice selecting a word, sentence or paragraph and deleting the selected text by
pressing the Del key.

e Save your changes and close the presentation.

Using Find

e Open a presentation called Fnd and Replace.
e Click the FAnd button, located in the Editing group under the Home tab.

- @

48 Find

a
Fa Sac Replace ~

g Select -
Editing

TIP: Use the Ctrl+F keyboard shortcut to start the Find function.

e The Find dialog boxwill be displayed. Type the word computer into the Find what
box.
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[”] Find whole words only Replace...

Find @
Computer|
[ Match case ﬂ]

e Click on the And Next button. PowerPoint will locate and select the firstinstance of
the word computer in the presentation. Click on the Find Next button repeatedly to
find all occurrences of the word.

e When you reach the end of the search PowerPoint will display the following dialog
box.

Microsoft PowerPoint @

lol PowerPoint has finished searching the presentation.

e Click on the OK button.
e Click on the Close button within the Find dialog box.

Using Replace

¢ Click the Replace button, located under the Editing group of the Home tab.

> @

) <™ shapeFill - 4 Find

Jiel

les + = Shape Effects = Ly Select =
Editing

TIP: Use the Ctrl+H keyboard shortcut to start the Replace function.

e The Replace dialog boxwill be displayed. Type the word Computer into the Find
what box.

e Type the word PC into the Replace with box. The Replace dialog box should now
look like the illustration below.
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Replace B

Find what: Find Next
Computer

Replace with:
PC IE‘ Replace

[ Match case

[]Find whale words only Replace Al

Click on the And Next button. PowerPoint will locate and select the firstinstance of
the word computer in the presentation. To replace thatinstance of the word
computer with PC click on the Replace button. Repeat this process to replace all
occurrences of the word computer with PC.

When you reach the end of the search PowerPoint will display the following dialog
box.

o

-

Microsoft PowerPoint @

l:o] PowerPoint has finished searching the presentation.

Click on the OK button. Click on the Close button within the Replace dialog box.
Save your changes and close the presentation.
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Font Formatting

Font formatting options

e Open a presentation called Font formatting.
e Selectthe first paragraph of text within the 'System Unit' slide.

System Unit

y
'
O——_——————————— I — — — — — — — O

The main PC box which
housesthe various elements
which go togetherto make up
thePC.

I« Containsitemssuch as the
computermemory, hard disk
and DVD drives.

e Make sure thatthe Home tab is displayed and you will see the following icons
relating to basic text formatting.

® A |+ Font formatting - Microsoft PowerPoint
m Home Insert Design Transitions Animations Slide Show Rev
3 ";‘C“t = flLayD“t' Corbel Body) - 32 - A- A" |
52 Copy ~ B5) Reset
F‘afte # Format Painter SI;.:;‘:Y = section BIU 8 abeﬂ' Aa~ é' =
Clipboard Slides Font
Slides Outline b4

e Clickon anicon, such as the Italic icon to format the selected text.

Changing the font type

e Selectthe first paragraph of text.
e Click on the down arrow to the right of the Font section of the Ribbon.
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|E|' H9-0+ Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show
B & cut Hayouts eigody | - 32 - A A =,
53 Copy ~ g Reset
Paste Mew ] AV . - | A -
- < Format Painter | gjige~ o Section v B I U e B A 4

Clipboard Slides Font

e This will display a drop down from which you can select the required font
Arial font, as illustrated.

® o= Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show Review
j oo &) Layout - Corbel |7|32 AN iﬁb '—E'jéf
53 Copy ~ B Reset
Paste Mew Eﬂ.‘ AR REITINE -
- jFormat Painter | glige~ 5 Section
Clipboard Slides % AR ESSENCE
Siides | Outline | x I ifs HERsH-INN L
————— T AR JULIAN
':ﬂ:l Arabic Typesetting Jah .I:’—T
T Arial

I Arial Black

H Arial Marrow

T Arial Rounded MT Bold
H Arial Unicode M3

T Baskerville Old Face
T Batang

% BatangChe

T Bavhaus 93

T Bell MT

System or Mother board ’:ﬂ.‘ Berlin Sans FB

: T Berlin $ans FB Demi
% Bermard MT Condensed
T Bkt J7T

% Bodoni MT

+ I  Rodoni MT Rlacdk

Changing font size

. Apply the

e Selectthe first paragraph. Click on the down arrow to the right of the Font Size

section. Experiment with applying different font sizes.
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|E|' H9-4d|~ Font formatting - Microsoft PowerPc
E Home Insert Dresign Transitions Animations Slide S

== =| Layout .

= o = Lay Corbel (Body)  + 32
B Reset 5
Paste MNew 5 -
~ < Format Painter | gjjge -~ 5 Section ~ B L O & g Aa
Clipboard Slides For 10 |
10.5

11
= 12
14
16
15
20
24
%
32
36
40
44
15
54
&0
&6
72
30
35
95

Slides Outline x

Increasing or decreasing the font size

e Selectthe text within the slide title. Experiment with using the Increase Font Size
and the Decrease Font Size icons.

|E|' H9-43|- Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show I
=i 1 =| Layout . B PO
J - Corbel (Body) 32 A A )
m=| Reset
Paste Mew 8 AV . - A -
= F Format Painter | sjjge~ 5 Section ~ B I 1 sbe 7 Aav | 4

Clipboard Slides Font

TIP: The shortcut to increase the font size of selected text is Ctrl+]
The shortcut to decrease the fontsize of selected textis Ctrl+[

Be sure that you use the square open and close brackets.

Bold, Italic or Underline formatting

e Selectthe title text and experiment with applying bold, underling and italic formatting.
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|E|' Hw9-0|= Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show F
(=27 =| Layout * . .
= o = Layou Corbel (Body] + 32 - A" A" | &)
] EReset
Paste Mew 8 AV - A -
- < Format Painter | gjjge~ o Section f B 7 O e D7 Aav | &

Clipboard Slides Font

TIP: After selecting text clicking on one of these icons applies the effect, while
clicking on the icon a second time removes the effect.

TIP: You can use keyboard shortcuts to format text as bold, italic or underlined.
Bold Ctrl+B

ltalic Ctrl+l
Underlined Ctrl+U

Strikethrough effects

e Selecta word and experiment with applying strikethrough formatting using the
Strikethrough icon.

RlH9-3|= Font formatting - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show
=] =| Layout ~ x
g o = Layou Corbel Body] - 32 - A A° | &)
] gReset
Paste Mew s AV . - | A -
- - Format Painter | gjjge~ 5 Section ™ L ‘_’ Aa —
Clipboard Slides Font

Shadow effects

e Selecta word within the last paragraph and experiment with applying Shadow
formatting. You may find this effectis easier to see when combined with Bold
formatting.

EH=9-G|= Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show |
3 . _] q—j‘LayD"'t' Corbel Body) ~ 32 - A A" | 2

] =] Reset
Pa;ste jFormatPainter 5:\:;;“' o) Section ~ L E|abe ‘A—v”v Aa~ A'
Clipboard Slides Faont

Character spacing

e Displaythe slide relating to the CPU.
e Selectthe first paragraph.
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Click on the Character Spacing icon. This will display a drop down from which you
select the required type of character spacing. Experiment with applying different
types of character spacing and observe the effects.

|E|' Hw9-4|= Font formatting - Microsoft PowerPoint
E Home Insert Dresign Transitions Animations Slide Show |
(=C-7 2| Layout * . .
= o = Layou Corbel (Body) ~ 32 « A" A" |
EReset

Paste

New AV . . .
- # Format Painter | gjjge~ o Section ~ B I U 8 abg 2%~ JAa A

Clipboard Slides Fant

Reset the character spacing back to 'Normal' before continuing.

Changing case

Display the slide relating to the mouse.
Select the title text on your slide.
Click on the Change Case icon.

IEI' HY-0= Font formatting - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show F
= =l Layout - . .
= o ] Layou Corbel Body) - 32 ~ A" A7 | &
EReset
Paste

B 7 U § abe 2V a5+ |A -

Mew
- < Format Painter | sjige - o Section T

Clipboard Slides Font

This will display a drop down from which you can select how you wish to change the
case of the selected text.

IEI' H9-4|- Font formatting - Microsoft PowerPoint
E Home Insert Dresign Transitions Animations Slide Show Review View
F‘a:.:te - Format Painter SESZV. = Section ~ B S U S abe £-|Aa- ﬁv E = EE
Clipboard Slides Font Sentence case. »
Slides Cutline x lowercase

- UPPERCASE

Capitalize Each Word

tOGGLE cASE l

Experiment with applying the different options available and observe the effect of
your changes.
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Font color

e Selectthe last paragraph of text within your slide.
e Click on the down arrow to the right of the Font Color icon.

IEI' H9-0|+ Font formatting - Microsoft PowerPoint
r——)
Home Insert Design Transitions Animations Slide Show R
| c—
(=L =| Layout . . 0
j : &= Layou Caorbel (Body) 32 v A A&
1 EReset X
Paste Mew 5 AV . -
- F Format Painter | gjiga - =] Section - B I U sbe L5 Aa @
Clipboard : Slides Font 7]

e This will display a range of colors that you can applyto the selected text.

|E|' = R L Font formatting - Microsoft PowerPoint | Drawn]
(m——
Home Insert Design Transitions Animations Slide Show Review View Fa
e
= : = Layout ~ s v | gl =T = .
J - Corbel [Body) T32 v A 4 % | li=|T|iz - | =
=] Reset
Paste MNew 8 AV - [TAEI=SE= == =
+ < Format Painter | sjige~ 5 Section ~ B 7 U e - Aa” |4 == == | =
Clipboard 3 slides Font Theme Colars 1
- : | | H-
Slides | Outline | x m

Fe

Standard Colors
B | EEEEN

1 More Colars...

e Experiment with applying different colors to entire paragraphs within your
presentation and also to individual words within a slide.

Clearing all text formatting

e Selecta paragraph of text that you have previously formatted. Click on the Clear All
Formatting icon and the formatting will be removed.

BllA9-O|= Font formatting - Microsoft PowerPoint
—
Home Insert Design Transitions Animations Slide Show Re
(—————
j g = Layout - Corbel (Body)  ~ 32 - A" A7| [
| B Reset :
Paste Mew 8 AV . - | A -
- # Format Painter | gjjge~ o Section * W she 57 Aa —

Clipboard . Slides Font

e Save your changes and close the presentation.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 63

Paragraph Formatting

Text alignment

e Open a presentation called Paragraph formatting.
e Displaythe second slide.

S e

e | P,

- -
! System Unit
e _ The main PC box which houses the vanious
: "_I:' elementswhich gotogethertomake up the
- e PC.
| T
N

Containsitems such as the computer
memory, hard disk and DVD drives

» || Click to add notes

e Click within the last paragraph within the slide.

e Experiment with clicking on the alignmenticons to align to the left, to the right and
centering the text. Also examine the effect of clicking on the Justify button.

|E|' = |= Paragraph formatting -
m Home Insert Design Transitions Animations Slide Show Review View
=5 Cut 5| Layout - p [ [ 1
% . T T A A = = iE = = U
52 Copy ~ [55) Reset
Paste New U s Az ==
- ormat Painter ide ~ ection = = - -
# Format Painter | sjige~ ‘Gsecion- 0 L 0§ e fa
Clipboard Slides Font Paragraph
Columns

e Displaythe last slide within your presentation.
e Click within the text area and then click on the Columns icon.
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|E|' = |+ Paragraph formatting - Microsoft PowerPoint rawing Too
E Home Insert Design Transitions Animations Slide Show Review View Format
= = Layout = PR = . — S s | p
B ayou Corbel (Body) =32 ~ A A7 | &), |[iE|-|i=~ | = (= “.
EReset =
Paste Mew ] AV . - A ERE=E = ==
= # Format Painter | gjige~ 5 Section ~ R de D7 A 4 = = = === ¥
Clipboard Slides Faont Paragraph

You will see a drop down offering you various column formatting choices.
Experiment with applying two then three column formatting to your te xt.

Deuign Bepfriftedem Anemaligny el Thi Hrvgw e Fan

2 :. el YA W RS 5 I - 3
BT U8k A EXEIE (W — - :
F 9 J -

The main programs within the
storagearea  [(i.e your system unit
withinyour  word of your
computer. processor, computer.
Usedtostore gamesetc)

yaur andyour

operating data.

systam, your « Hard disks

application are installed

e If you have time experiment with clicking on the More Columns option.

s= 4. i} Text Directio
- T ] align Text -

= T Convertto S
F = One Column

Two Columns

| ==| Three Columns

= More Columns..,

e This displays the Columns dialog box. You can use this dialog boxto set the
number of columns and the spacing between the columns.
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Modifying bullet point formatting

Select the two bulleted paragraphs within your second slide.

2 gh ey
[ | ! g ’ e ] ]
= - B Tast Dirach
s ' Corbel [Body 3o NN s e = Tast Dira
g - BJ U S o A EEam

SystemUnit

The main PC box which houses the various
elements which gotogetherto make up the
PC.

Containsitemssuch as the computer
memory, hard disk and DVD drives.

| Click to add notes

e (o[ 1w

Click on the down arrow to the right of the Bullets icon.

|E|' = |+ Paragraph formatting - Microsoft PowerPoint
—
Home Insert Design Transitions Animations Slide Show Review W
[E—————
=S ¥ Cut =l Layout ~ P : -
= & Cu =l Layou Corbel (Body) 32 - A- A" 2= [3 =~
53 Copy - gReset
Paste MNew 8 AV - A EI=E =
- < Format Painter | gjige~ 5 Section * B 7 O sbe N7 Aa | A == =

Clipboard i Slides Font

This displays a drop down list of alternative bullet symbols. Experiment with
applying different types of bullets to the slide.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 66

|£|' =] |= Paragraph formatting - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View Format
= Cut = Layout ~ P =T = = = 4= J|fi Text Direction ~
@ Cu —I ayou Corbel Body) ~ 32 ~ A° & % [i=l-|i=- | =T = ““‘ et Direction
53 Copy ~ B Reset e
Paste MNew 8 AV - A~
- 7 Format Painter | gjige~ 5 Section - LISl e 5 Aa Sl
Clipboard Slides Font None
Slides Outline x
——————
fa Computer
1
e ) E
:= Bullets and Numbering...

Using numbering instead of bullet points

e Displaythe third slide relating to the 'System or Mother board'.
e Selectthe three bulleted paragraphs within this slide.

System or Mother board

The CPU is normally housed on your system
board

Items such asthe hard disk are attached to
! thesystemboard, eitherdirectly orvia |
cables.

e Click on the down arrow to the right of the Numbering icon.
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|E| =9~ Paragraph formatting - Microsoft PowerPoint |
(.|
Home Insert Design Transitions Animations Slide Show Review View
[
=N ¥ cut =] Layout * P — = o
= E = Lay Corbel (Body) - 32 ~ A A" | B 1= -[iF]]|| =
53 Copy ~ EReset
Paste New 8 AV . - A= ==
- o Format Painter | 5jiga -~ = Section ~ B L U sbe 57 Aa — . -
Clipboard . Slides Font

e This will display a drop down list of alternative numbering formats. Experiment with
applying different types of numbering to the slide.

IEI H9-0 |- Paragraph formatting - Microsoft PowerPoint | Drawing Tools |
(aa—|
Home Insert Design Transitions Animations Slide Show Review View Format
| c—
- s = - . . A i ion &
J & Cut ] 55| Layout Corbel (Body) N = '[25 | =5 15‘ ”il Tewt Direction E=
53 Copy ~ B Reset e i
Paste New AV . - ~ | |E=|=
- - Format Painter | sjide - = Section = B I USadZMa é == &
Clipboard . Slides Font . None L

Slides | Outline x
e —

EE Bullets and Numbering...

Changing the list level

e Displaythe sixth slide relating to the 'Memory'.
e Click within the last paragraph within the firstslide.
e Click onthe Increase List Level icon.

|E| H9-4|+- Paragraph formatting - Microsoft PowerPoint Drawing To«
(S |
Home Insert Design Transitions Animations Slide Show Review View Format
| c—
== =| Layout ~ P —
= =l Layou Corbel (Body) = 32 - A" A" e Il
] gReset E
Paste MNew 5 AV . - | A -
- o Format Painter | cjige - = Section ~ B 7 1 e &7 Aa — F |
Clipboard a Slides Font Paragraph

e Your slide will change to look like this.
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What is a Database?

1. A databaseisdefined as an organized collection of data
(information).

2. Single table databases arevery limited in their usesand
would not be considered as a business solution.

L A -:ht,a!:-aie will be able to store data in a structured manner across
multiple tables, uwse quernes to lecate specific information according
ta given criteria, produce detailed (on-screen or printed) reports,
perform calculations and much more.

e As you can see the last paragraph has been indented to the right and the text is
displayed using asmaller font. You can use the Decrease List Level icon to
reverse the effect.

|E|| = R N Line spacing - Microsoft PowerPoint | Drawing 104
R
Home Insert Design Transitions Animations Slide Show Review View Format
= Cut = Layout = P
B & | =) Layou Calibri (Body) - 20 - AS A7 | &
- 53 Copy EReset
Paste Mew 5 AV . - | A -
- F Format Painter | gjige - = Section ~ B I U e 5 Aa —
Clipboard ] Slides Font 'l Paragraph

e Save your changes and close the presentation

Indenting bulleted text

e Open a presentation called Indenting Bulleted Text.
e On the second slide click within the second paragraph.
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What is a Data?

Data is the mformation entered into tables within the database.

Catabases are used daily by large corporations, small businesses and
Individuals.

Even something as simple as entering contact details into the “Contact’ or
‘Address Book' section of an email client such as Microsoft Quthook [/
Dutlaok Express, immbves entering data into a database.

+  Data entered will generally be alphabetical (names [ addresses) or
numerical [Dates [ Currency), however Acoess is also able to store other
farmis of data, such as links ta websites, documents created in other
packages (OLE] as well as file artachments [files & images),

Click on the Increase List Level icon (within the Paragraph section of the Home
tab).

|E|| IH -8 Line spacing - Microsoft PowerPoint Drawing Too
Home Insert Dresign Transitions Animations Slide Show Review View Format
ﬁr_ﬂj & Cut g Haout  biBody -0 - A A ) ;E - | == | 2=~ I
R 53 Copy B Reset E
Pafte F Format Painter ST}IS?‘- "5 Section ~ B L U 8§ abe - Aa- é ” EEE = F_
Clipboard [ Slides Fant [ Paragraph

The second paragraph will be indented, as illustrated.

The Hard Disk

* The main storage area within vour computer.
¢ [sed to store vour operating svstem, vour
application programs (i.e. vour ward processor,
games ete) and vour dath
« Hard disks are installed within the syvstem unit
of your computer.

Click on the third paragraph and also indent that paragraph. Your slide will now look
like this.
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—

The Hard Disk

« The main storage area within vour computer,

Tsird to store vour operating svsterm, vour
application progrms (i.e. your word processor
pames ete) and vour data

Haord disks are installed within the system unit of

Vour computer

¢ Click again on the Increase List Level icon (within the Paragraph section of the
Home tab). You will see that the third paragraph has been indented below the
second paragraph, which in turn is indented under the first paragraph.

The Hard Disk

» The main storage area within yvour computer.
Used to store vour operating system, vour
application programs (i.e. vour word processor
games elc) and your data
+ Hard disks are installed within the system unit of

YVOUr computer.

e Click twice on the Decrease List Level icon (within the Paragraph section of the
Home tab).

|E|| = 9-4|- Line spacing - Microsoft PowerPoint |_‘,_—._.,;.'J_-__-_‘u;,_
Home Insert Design Transitions Animations Slide Show Review View Format
= ¥ cut j = Layout ~ P — =]
j fa LU - ._] ayou Calibri (Body) -0 v A A i:} = EH i= §E tg. 1
B 53 Copy EReset 1 [
Paste New s AV v | A~ = == ==~
- o Format Painter | gjjda -~ = Section ~ ST sbe N7 Aa — % R i
Clipboard ] Slides Font

F} Paragraph

¢ You will find that the third paragraph which was indented two levels is no longer
indented relative to the first paragraph.

¢ Click within the second paragraph and remove the indenting from that paragraph.
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e Displaythe second slide. Selectthe second and third paragraphs. With both
paragraphs selected, click on the Increase List Level icon (within the Paragraph
section of the Home tab). As you have justseen you can indent (or un-sndent) more
than one paragraph at a time.

e Save your changes and close the presentation.

Line spacing vs. paragraph spacing

e Line spacing relates to the spacing between each line of a paragraph that stretches
over multiple lines within a slide.

e Paragraph spacing related to the spacing between paragraphs. You can adjust the
spacing before and after each paragraph.

Line spacing

Open a presentation called Line spacing.

Display the first slide which contains numbered paragraphs.
Select the numbered paragraphs, as illustrated below.

What is a Database?

1 Adatabaseis definedas an organized collectionof data
[information ).

2. Singletable databases arevery limited in theirusas and
would not be considered as a business solution.

3. Adastabase will be ableto store data in 8 structured manner
across multiple tables, use gueries to locate specific
information according to given criteria, produce detailed {on-
screen or printed) reparts, perform caleulations and much
morne,

e Click on the Home tab and from within the Paragraph group click on the Line
Spacing icon.

(™ = Line spacing - Microsoft PowerPoint | rawing, [ools
E Home Insert Design Transitions Animations Slide Show Review View Format
== ¥ Cut =| Layout ~ P — = o= = lr=allt
= & Elayout [Cipnimomy -4 <A 4 | B = -(ER) == |[i= 1j‘
53 Copy ~ ) Reset o 4
Paste Mew 5 AV . ~ | A~IIEE=E ===
- - Format Painter | gjjge~ o Section v LA she - A2 4 == = = | == —"‘_j

Clipboard Slides Font Paragraph

e This will display a drop down from which you can modify the line spacing.
Experiment with this applying these pre-set line spacing options,such as 1, 1.5, 2
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2.5 and 3. These numbers refer to the line space as a multiple of the nomal line
spacing.

|E|I (%] |= Line spacing - Microsoft PowerPoint rawing 10ols |
E Home Insert Design Transitions Animations Slide Show Review View Format
Ty = | A _—
Cut =/ Li t - PO — Text Direct -
J g Cu =] Layou Calibri (Body) <M - AN A i b= “il e irection
23 Copy - B Reset = -
Paste Mew 8 AV . - | 1.0
- < Format Painter | sjige~ 5 Section ¥ L e 257 Aa ==
Clipboard Slides Font Par{ L5
Slides | Outline x 20
25
U Whatisa Database?
: 30

\A Line Spacing Options...

Experiment with applying different line spacing values.

Display the second slide containing bulleted paragraphs. Use the techniques
outlined about to adjust the line spacing within this slide.

Save your changes and close the presentation.

Paragraph spacing

Open a presentation called Paragraph spacing.
Display the first slide which contains numbered paragraphs.
Select the numbered paragraphs, as illustrated below.

What i1s a Database?

4 database will be able to store data in a structured

manner across multiple tables, use queries to locate
specific information according to given criteria, produce
detailed (on-screen or printed) reports, perform
calculati d much more.

Click on the Home tab and from within the Paragraph section, click on the Dialog
Box Launcher icon, which is displayed at the bottom-right of the Paragraph group.
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Review View Format
= | — g — ==  4—_ ||f} Text Direction ~ E
" - - e = =T

(=] Align Text ~ /
I Convert to SmartArt -

4
I
1l
Il

E=-

Paragraph

e This will display the Paragraph dialog box.

Paragraph @

Indents and Spacing

General

Alignment: | Left El

Indentation

Before text: |1.27cm 5| Spedal: Hanginngl By: (1.27am =
Spacing

Before: 7pt 2 |Line Spacing: | Single El At |0

After: 0pt $

Tabs... [ OK ] | Cancel |

e Experimentwith increasing the Before and After spacing and observe the effect

when you click on the OK button. An example of the effectis illustrated below. As
expected the spacing between the paragraphs has increased.

What is a Database?

A database iz defined as an organized collection of data
(in formation 1.

Single table databases are very limited in their uses and
would not be considered az a business salution.

A database will be able to store datain a structured

manner across multiple tables, use queries to locate
specific information according to given criteria, produce
detailed (en-screen or printed) reports, perform
caleulations and much mare.
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e Displaythe second slide containing bulleted paragraphs. Use the techniques
outlined above to adjust the paragraph spacing within this slide.

e Save your changes and close the presentation.

Using Outline view

e Open a presentation called Outline view.
e Click on the Outline view tab.

@id9-0is

Home Insert Design Trz

== M cut \:I |=] Layout ~
—— 53 Copy - B Reset
Paste ) Mew . )
- churmat Painter | gljge~ "5 Sedtion
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Slides | | Outline | X
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e The screen will now look like this.
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e T BTSN A EEETE B ke
— - = - L diting
i Outline = -
. The Parts of & Compniter =l
Chaltwnham Coitsevare
2 System Unit

*The main PC b which houses the wanious elements which go
together to make up the PC
® Containg fiems such a5 the computer memary, hard disk and DVD
5

o System or Mother board
& Contained within your System unit

#The CPU is normealy heused on your system board d {: om 1J uter
o Items such as the hard disk are attached to the system board,
either diractly or via cables. Cheltenham Courseware

@0 Screen
» TV type screen on which you view your programs. They are
supplied in dfferent sizes, common sizes range from 15° to 21°
oreans.
* Poor quality or badly maintained monitors can harm your eyesight.

5 OPU

* One of the most important components withn yowr computer
» Datermines how Fast your computar will rum and is measured by fis
GHz spead

& i Mamory (RAM) a
« RAM (Randorm Access Memary) 3
= 1s whare the operating system i loaded to when you switch on

your com putss and also where your appications are copied tn when || =
you start an spplication, such as a word processor or database Click 16 add nates
program.

T o Kevhoard o]

L] » -

Siidel oty | Tiow AN o= +

L= — T T T ——al — T = a1

e The outline view, as the name implies lets you view your presentation as an outline.
You are not distracted by the formatting and layout and can concentrate on the
content and structure of the presentation.
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You can add or delete text within the outline view. As an example look at the details
of the 'System Unit' slide in outline view.

2@ System Unit
* The main PC box which houses the various elements
which go together to make up the PC.
= Contams items such as the computer memory, hard disk
and DVD drives.

Click after the word 'PC'. Press the Enter key. Type in the following paragraph of
text.

The power cable, mouse and keyboard cables plug into the back of the
system unit’

As you will see the slide displayed this new bulleted paragraph in the normal way.
The additional text is also displayed in the outline.

TIP: When you are first creating a presentation consider creating the basic structure
using outline view, so that you can concentrate on the content and structure of the
presentation. Formatting the presentation, as we have seen is easy and comes
later. The mostimportant part of any good presentation is the content.

Experiment with editing words, sentences and paragraphs within outline view.
Save your changes and close the file.

PowerPoint Presenter Notes

Open a presentation called Notes.

If you look carefully at your screen you will see a section towards the bottom
displaying the message 'Click to add notes'

* TVEyDx acwe= oz which youviow o prgaem.

- Fiaer qusliny o= ondy mie semed meminen am e
your cycasghe.

4| Click to add notes

Slidel of 9 | “Civic™ |
— T M T — o « T — 1

You can use this area to add presenter notes to a presentation. These can be used
as memory aids and prompts by the presenter, but are not designed to be seen by
persons viewing the presentation. Add the following notes to the title page.

Remember to point out that these days many people use laptops, where all the
various parts of a computer are housed within a single box.
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o Experiment with adding notes to some of the other slides within the presentation
(just make up some information).
e Save your changes and close the presentation.

Text direction

e Open a presentation called Text direction.

Computers

e Click on the word '‘Computers' within the firstslide.
e Click on the Home tab and within the Paragraph group click on the Text Direction

Icon.
ext direction - Microsoft PowerPoint |_~,_—. ving Tools |
1sitions Animations slide Show Review View Format
A . .
. . — R TR Text Direction ~
Lucida Sans Unict = 48 = A A7 | B = - i=- | i iE | t=- U‘M Ext Hireetien
[ Align Text =
AV, pA . A .| = %.E ==,
e a.bs =7 Aa — e = g %Conuer’cto SmartArt -
Font P Paragraph F]

e This will display a drop down list of text direction options. Select the Rotate all text
90° option. Your slide will now look like this.
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s, i =
Layoart = “w : j= " Tt Direction =
Lucids Sans Unicr - 48 - & & b - . . . 1%

Bl ulE|ee - A EEEE B-

Eotute &Il test 20°

Computers
If Beve Options

Srilem
Unie

sJindwo)

}n’
L !

e Experiment with applying other Text Direction options to the rest of the slides within
your presentation.

e Save your changes and close the file.

Text alignment within a Text Box (placeholder)

e Open a presentation called Text alignment. This presentation only contains one
slide for you to practice modifying the alignment of text within a Text Box
(placeholder).

System Unit

The main PC box which housesthe various
elements which go togetherto make up the
PC.

Containsitemssuch as the computer
memory, hard disk and DVD drives.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 78

Click within the body text and then click on the Align Text icon (Located within the
Paragraph section of the Home tab).

ext allignment - Microsoft PowerPoint

insitions Animations Slide Show Review View Farmat

Corbel (Body) ~ 32 ~ A 47 &

|li} Text Direction =
=] Align Text ~
T2 Convert to SmartArt ~

-

T

— -

il
L
1ni

] +
s ¥

B 7 U 8 abe 2V~ A~ | A~

-

Font Paragraph

This will display a drop list of options. Experiment with applying the Top, Middle
and Bottom options and observe the effect.

W Review View Format
. JIfs Text Direction - “NOea@- Ha

=] Atign Text - ALLpd - - 3/
e% _H\/\{ } 'Z{:;_ o Arrange Quick

- — *  Styles~
,F,s'a.‘;!ra.'J.l A== Top ! Drawing

Middle

; — EBottom

_:J More Options...

Syste

The main PC box which housesthe various

elements which gotogetherto make up the
PC.

Containsitems such as the computer
memory, hard disk and DVD drives.

If you have time investigate the options available when you click on the More

Options command (displayed at the bottom of the list). This will display a dialog box
allowing additional formatting of the Text Box (placeholder).
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Format Text Effects

Text Fil Text Box

Text Outline Text layout

Cutline Style Vertical alignment: | Top
Shadow Text direction: | Horizontal
Reflection

Autofit
Glow and Soft Edges ) Do not Autofit

@ Shrink text on overflow

3-D Format
) ) Resize shape to fit text
3-D Rotation
Internal margin
Text Box -
Left: 0.25cm 5 Top:
Right: |0.25cm 5| Bottom:

Wrap text in shape

Columns...

0.13 cm

ALk ||| 4] ¥

0.13cm

Close

TIP: You can click on the question mark icon at the top-right of the dialog box to
display information about what each of these options does.

Format Text Effects

Text Box

Tewt lavont

TextFil ‘

Tmaek bbb

]

e Save your changes and close the presentation.

Text AutoFit

e Create a new blank presentation (by pressing Ctrl+N).
e Click within the title placeholders and type in a short line of text, as illustrated.
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n2 - Microsoft PowerPoint

Animations Slide Show Review View Format
a ] (S e oun i a |l irection - = 2« M — ) ashapef
vesainds -l -\ A & (B 22| Eem| js e ENXNOOO - E ([ &
= et 79 = ! [=] Align Text = AL Lo G- A_D |3/ 7 shape (
u S abe “t‘:v Aa~ iv sS=== = E:_:‘J;Conuertto Smartart = d% \f\{ } i}{ ¥ .rra'nge S%yLI”ecsk' = Shapetk
Font . Paragraph P Drawing
®
'-3£-"‘_““‘“““““““_“'I'__‘““““““““““‘ Q
| |
: :
i This is a line of text ?
I :
Grm——————————————————— —— —— {F————————————————— =)
Click to add subtitle

e Inthe example illustrated you will notice that the text font size is 44 points. Add a
few more lines of text and you will notice that PowerPoint automatically reduces the

font size (in this case to 40 points).

Jicrosoft PowerPoint

mations Slide Show Review View Format
s ] PO O == S S = ||i} Text Direction - N OemE-| Ea |__' $r shape
e B = i— [l IR =l = .-
5 AV A . — e (=] align Text - A1 LDE G- AWEE Q‘uick &Z shape
e Dt Aav | AT | SE|ES| E A_ﬂComrertto smartart~ || % TN s * Stylas~ = Shape
Font P Paragraph i Drawing

TP AR

ﬁ:l typing until the size of the font is
R automaticallyreduced |

Click to add subtitle

e

¢ Rightclick on your text and from the menu displayed select Format Text Effects.
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({4 Paste Options:

- 2| |
Exit Edit Text
Font...
Paragraph...
EBullets

Numbering

(AR TR T

Hyperlink...

Synonyms

El

Translate

!ﬁll

Convert to Smartart  »

—
[T

Format Text Effects... —"'

& &

Format Shape...

The Format Text Effects dialog boxwill be displayed. The AutoFit section of
dialog box allows you to control this behavior. Try selecting Do not AutoFit and

observe the effect (you should find that the font gets larger).

Format Text Effects

R ==

Text Fill

Text Outline

Outline Style
Shadow

Reflection

Glow and Soft Edges
3-D Format

3D Rotation

|

Text Box

Text Box
Textlayout

Vertical alignment:  |Middle

(=]

Text direction:  |Harizontal E

Autofit

) Do not Autofit
@ Shrink text on overflow
) Resize shape to fit text

Internal margin

Left: 0,25 cm Top:

Right:  |0.25cm |5
Wrap text in shape

Columns. ..

Bottom:

0.13cm
0.13cm

ANE | ([

Close

Close the Format Text Effects dialog box by click on the Close button.
Close your presentation withoutsaving your changes.
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Using the Format Painter

e Open a presentation called Format Painter.
e Displaythe second slide.

The main PC box which houses the
various elements which go together to
make up the PC.

Contains items such as the computer
memory, hard disk and DVD drives.

e Select both bulleted paragraphs within this slide and apply text formatting effects,
such as changing the font type, color and size.

e Once you have applied these text formatting modifications, select the text that you
have just formatted and then click on the Format Painter icon (contained within the
Clipboard section of the Home tab). The shape of the mouse pointer will change to
that of a paint brush.

IEI' ™| |= For
m Home Insert Design Tran:
=1 Wl =] Layout -
= 53 Copy ~ = B Reset

Paste Mew

- J Format Painter || gjige » 5 Section =

Clipboard Slides

e Display another slide within the presentation and then click at the end of a paragraph
and while keeping the mouse button depressed move the mouse pointer up to the
start of the paragraph. When you release the mouse button the text formatting
characteristics of the original paragraph will be applied to the current paragraph.

TIP: If you single click on the Format Painter icon, then the format painting effect of
dragging across a portion of text will only work once.

If however you double click on the Format Painter icon, the effect will remain active
until you press the Esc key to turn the effect off. You can use this trick to apply the
formatting from one portion of text to many portions of text throughout the
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presentation. Try experimenting with using this trick now.

e Save your changes and close the presentation.
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Tables

Table selection techniques

Open a presentation called Table selection. We will use this presentation to
practice selecting a row, column and the entire table.

Column selection

We will select the second column. First click anywhere within the second column.
Click on the Layout tab and from within the Table section, click on the Select icon.

@ i “ K
Home Insert Design
||| (A B

Select] | View Delete Insert Insert
< Gridlines = Above Below
Table Rows & Colur

Adrop down is displayed, select the Select Column command.

@ & ~ = 1

Home Insert Design Tra
S |E X EHeEd

Select | View Delete Insert Insert Inse
o Gridlines = Above Below  Lef

1B seletTable Rows & Columns
| Select Column x
Elect Row B
| S—t

The second column is now selected, as illustrated.

e S

: 23 12 32 21
24 15 39 26

Click within any table cell thatis not currently selected to de-select the column.
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Row selection

e We will selectthe second row. First click anywhere within the second row.
e Click on the Layout tab and from within the Table section, click on the Select icon.

(2] “ =
Home Insert Design
N[iE {EREEE

Select] | Wiew Delete Insert Insert
~ Gridlines " Above Below

Table Rows & Colur

e Adrop down is displayed, select the Select Row command.

IE“H s |= Table:

Home Insert Design Transitio
o || (¥ &
Select | Wiew Delete Insert Insert Insert I
2 Gridlines e Above Below Left R

_E Select Table Rows & Columns
HE select Column x

lﬂ Select Row
T ey e 2

The second row is now selected, as illustrated.

[Monday |Tuesdsy | wedn

. 23 12 32
24 15 39

e Click within anytable cell thatis not currently selected to de-select the row.

Entire table selection

o We will selectthe entire table. First click anywhere within the table.
e Click on the Layout tab and from within the Table section, click on the Select icon.
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Bl =

Home Insert Design
N

Select] | Wiew Delete Insert Insert
~ Gridlines ~ Above Below
Table Rows & Colur

e Adrop down is displayed, select the Select Table command.

|+

Rl
ﬁ Home Insert Dresign

ME A |
Select | View Delete | Insert Insert

= Gridlines © Above Below

N|E  Select Table Rows & Colu
X

HE select Column

B select Row
: EE—

e The entire table is now selected.

e Close your presentation withoutsaving any changes that you may have made.

Creating a table

¢ Open the presentation called Tables. Display the second slide.
e Click on the Insert Table icon displayed in the centre of the slide.

e

InsertTaI:lIe'

TIP: Alternatively, to insert a table click on the Insert tab and click on the Table icon
displayed within the Ribbon.

e You will see the Insert Table dialog box as illustrated.
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[ Insert Table o =)

Mumber of columns: |5

AlF || 4]k

Mumber of rows: 2

I Ok |[ Cancel ]

Use the dialog boxto create 3 columns and 5 rows, as illustrated.

[ Insert Table R

Mumber of columns: |3

AlR ||| 4] e

Mumber of rows: 5

[ Ok, ][ Cancel ]

Click on the OK button and the table will be inserted into the slide, as illustrated.

Click within the first cell (top-left) and type in the text 'Region'.

Press the Tab keyto move to the next cell and type in the text 'Sales — Last Year".
Press the Tab keyto move to the next cell and type in the text 'Sales — This Year'.
Your table should now look like this.

Sales — Last Year Sales — This Year

Add the following data to your table.

North 10,874 12,847
South 23,874 24,383
East 23,664 25,287
West 19,284 21,876
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NOTE: If you ever want to edit existing text within a table, simply select the text
within the table and overtype.

Applying a style to a table

e Ifnecessary, double click within the table and you should see the Table Ribbon
displayed.

e Click on the down arrow (called the More arrow) at the right of the Table Styles
section.

Tables - Microsoft PowerPoint ‘ Tabl&Tanls |

it Design Transitions Animations Slide Show Review View | Design Layout

Inlumn onEes cones | oEmE Ssmes SDEEE SsEe seme | | SR Shading -
olumn: || ESEEHES | S| Simnfers  =SThimes.  Saenfedes.  becotoes

edColumpns || —- 7 |- —~—— ] 77—~~~ T—T&77/~&7— T&/&/&/7 —T&/mmT

i Table Styles

You will see a drop down displaying a range of different styles. Click on one and
see the effect on your table.

Blid®- = Tabdes. = Mecreriolt PeendPoam
“ Home  ledert  Design Banuliond  Anesaboni  Sedethow  Rewew  Wiew Drugn | Lipout
F| Meader Row Fiert Codsmn

Tetal B Lait Codumn

¥ Earded Bgwn Eandtd Columed

S Cuiline | x

1

T
z
haT Bk ot Te Wt
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Your table should look something like this.

Region Sales — Last Year Sales — This Year

North
South
East

West

Cell background shading

Click within the cell containing the word ‘Region’.

Within the Table Styles section of the Ribbon click on the down arrow to the right
of the Shading icon.

W \-"Iew | Design | La].rnut

e e B e A4 A] X

e T e e Borders = * 2

= === E==— ¥ QUle Draw  Eraser
] | & Effects v Styles = ML~ _./’ Pen Color = Taple

tyles WordArt Styles & Draw Borders

This will display a drop down from which you can select the background shading
color for the cell.

owerPoint Table Tools |

Slide Show Review View

Design | Layout

e | oo | peeen e s - A& /shading ¥ As A -

—————————— —=—=—=—= v || Theme Colors

= [ p—— —_———— = . .......

Table Styles [=
o lI"IlIIh

Standard Colors

Insert a tabl®",.., ~ """«
[:] Mo Fill -
More Fill Colors...
[ | 3 o Il
|] Gradient 4
Texture 2
ﬂ Table Background 3

TIP: If you have time select other options within the drop down such as Gradient or
Texture. These can add dramatic impact to your table.
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Applying table effects

e Click within the table and then click on the Effects button displayed within the Table
Styles section of the Ribbon.

Review View Design Layout
= | e ey |+ | 42 Shading - A,-/é' —":,,”T:}f
e P e e A, & - | 1pt .| 2R R

ergmrroyrn B ooy ] = Quick Draw Eraser
S —— ~ | |t Effects Styles = = g Pen Color = Table

Table Styles WordArt Styles & Draw Borders

e Experimentwith applying Cell Bevel effects.

5

B e |- | RShading~ A,é' Z
=== E==—2| |~| ! Borders - g. ipt *
== == —|f=E | Quick Draw  Eraser
T !_ Effects ~| Styles » * gPen Colar - Table
No Bevel
| Cell Bevel » |———

|_ Shadow * e ‘

.ertatab[ B s ._],__J =
| I
o= g i

e Experimentwith applying Shadow effects to your table.
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Design l Layout

~| & shading ~ A- ' | i &
= Jamm Ay A ——

Quick Draw Eraser
styles= (47 | g PenColor™  Taple

Draw Borders

‘ Shadow »

sert a tab"D o

2

L

o

L=}

L l
[[]

Experiment with applying Reflection effects to your table.

ot L h -———..|
| Deiign | Lapoul

==
Orew  Lraser

dhﬂfﬂnr . Table

Craw Barder

] Eemedian Optans...
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Adding 'Quick Styles' to selected text

e Selectthe word 'Region’ within the first cell. Under the Design tab, click on the
Quick Styles icon.

= e || 3 Shading ~ &(. i, - *| P
S==CO E==-T |- | B Borders v g- 1pt -
] ] | Quick Draw Eraser
= | b Effects = Styles = |20~ Z PenColor=  Taple
WordArt Styles = Draw Borders

You will see a drop down from which you can select a Quick Style of your choice.
Experiment with applying different Quick Styles to the selected text.

= R
A — mm

Quick Draw Eraser
Styles ~ - gPen Colar = Table

A A A A A
AAAAA

Applies to All Text in the Shape

ya

13_') Llear WordArt

Applying borders to cells

e Selecta cell, or the entire table.

e Click on the down arrow next to the Borders button, contained within the Table
Styles group.
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Review View Design Layout

=| ~| A Shading - A ||—— |

= S | & 1pt =

— = - Quick Draw Eraser
v | it Effects ~ Styles ~ ' g Pen Color ~ Table

JEplEanes | Wordart Styles | Draw Borders

This will display a drop list of options.

2 shading ~ Par-
[t maraare =]
orders| * - E -

Mo Border i

All Borders
Outside Borders

H
&4

Top Border

¥

Bottom Border >
Left Border
Right Border

Diagonal Down Border

Diagonal Up Border

e Experiment with applying different types of borders and get a feel for what is
available.

Deleting rows or columns

e Todelete acolumn
Click within a cell, within the column that you wish to delete. Right click within the
cell and from the popup menu displayed, select the Delete Columns command.
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£

Paste Options:

=) [kl

Font...

-

Bullets

|
Mumbering | ®

w oo

Hyperlink...

Synonyms k

[Eall
F]

Translate

Insert »

Delete Bows

%y

Delete Columns

Split Cells...

||
L

Select Table

%, Format Shape...

e Todeletearow:
Click within a cell, within the row that you wish to delete. Right click within the cell
and from the popup menu displayed, select the Delete Rows command.

£

Paste Options:

2| |l

Font...

Bullets | »
|

Mumbering g

® oo

Hyperlink...

Synonyms g

Tt
i

Translate

Insert r

Delete Rows

o Wy g

Delete Columns

& B

Split Cells... ]
Select Table

Format Shape...

e Use the Undo icon to bring back the column and row you just deleted.

Inserting rows or columns

e Displaythe table on the second slide.
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e Click within a cell in the column relating to last year's sales figures. Right click over
the selected cell and from the popup menu displayed select the Insert command.
From the submenu displayed select Insert Columns to the Right.

Paste Options:
=1 |l

Font...

By e

Bullets | »

Mumbering | *

T o

Hyperlink...
Synonyms 4

Translate

Insert » Insert Columns to the Left

Delete Rows Insert Calumns to the Right

% | 4 | &

Delete Columns Insert Rows Above

4 g |

| Insert Rows Below

P B split Cells... e

B Select Table

— B, Format Shape...

You will see the new column displayed to the right of the selected cell.

[regon — Tsalestastvear | Sales—Thsvear |
Morth

10,874 12,847

i South 23,874 24383
East 23,664 25,287
 West 19,284 21,876

e Click on the cell containing the text 'East’. To inserta row right click over the
selected cell and from the popup menu displayed select the Insert command. From
the submenu displayed select Insert Rows Above.
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-

B i =
|'§
(=]

g
n

Font...
Bullets | *
HNumbering | L4

Hyperlink...

w® i oe

Synonyms .4

Translate

Insert k Insert Columns to the Left

Delete Rows Insert Columns to the Right

Delete Columns l Insert Rows Above

Insert Rows Below

1 il B gl

Merge Cells

L
& B OB O« Y|

Split Cells...

Select Table

Farmat Shape...

e You will see the row inserted as illustrated.

North

10,874 12,847
_ South 23,874 24,383 _
Fast 23,664 25,287

- West 19,284 21,876
e Save your changes and close your file.

Modifying column width and row height

e Open a presentation called Column width row height.
e As you can see the first column is too narrow to properly display the text within it.
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Regi Tuesday Wednesday
on
12 32 21 18

Nor 23

th

Sou 24 15 39 26 25
th

East 32 34 21 35 32
Wes 24 13 21 43 22

t

Click within the first cell in the table.

Click on the Layout tab and within the Cell Size section click on the up arrow in the
Width control.

row height - Microsoft PowerPoint |

Animations Slide Show Review View Design Layout
% 1 D o Width: |1.66 cm ‘: T Distribute Columns | || = = ““ﬁ
t | Merge Split | 4] Height: 1.78 em  + H¥ Distribute Rows 3HEg T
t Cells  Cells Direction = M
Merge Cell Size Alignment

Each time you click on the width up arrow the width increases. Experiment with
using the same technique to make some of the other columns narrower.

Click within the top row. Use the same technique we used for modifying the column
width to adjust the row height, this time using the Height control within the Cell Size
section.

ht - Microsoft PowerPoint |

nations Slide Show Review View Design Layout

= lﬂ o) width: 166 cm = Distribute Columns | | =

e Split | 4] Height: |1.78 cm EIIDistribute Rows Blag

Cells Dir
Merge Cell Size Alig

Distributing rows and columns

Click anywhere within the table.

Click on the Distribute Rows control (within the Cell Size section of the Layout
tab).
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rosoft PowerPoint | |

Slide Show Review View Design Layout

ﬂ o Width: 166 cm  * T Distribute Columns | || =

A I

t  &|] Height: 1.78 em 2| ¥ Distribute Rows Elg g e

5 Directio
Cell Size Alignmer

To distribute the columns click on the Distribute Columns control.

Aicrosoft PowerPoint ‘

H Slide Show Review View Design Layout

ﬂ :,jWidth: 596 cm o 1j:,'l::listrit:uutra Columns || =

iplit | 4] Height: 1.78 em & HF Distribute Rows == =L

_ells Direct
B Cell Size Alignm

—_—

—_—

—_—
=

Save your changes and close the presentation.
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Graphics

Selecting an illustration

e Open a presentation called Manipulating illustrations 1.
e Displaythe second slide which contains four illustrations.

Illustrations

e To selectan illustration click on the illustration. For example click on the Elephant
and it will look like this. The eightsmall squares around the selected border are
called 'handles' and as we will see, they can be used to re-size the illustration.

e Click on each of the illustration, one by one, to practice selecting illustrations.

TIP: Sometimes you may need to selectmore than one illustration. Click on the
Elephant illustration to selectit. Press the Ctrl key (and keep it held down). Click
on the Monkey illustration and then click on the Bird illustration. Let go of the Ctrl
key. All three illustrations will remain selected, as illustrated. Try this now.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 100
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Moving an illustration

e Displaythe slide titled 'Picture’. Selectthe illustration. Move the mouse pointer
over the illustration and press the mouse button (and keep it pressed). Move the

mouse pointer to a different position on your slide. When you release the mouse
button the illustration will have moved.

Copying an illustration

e Selectthe illustration. Press down the Ctrl key, and keep it depressed. Mo ve the
mouse pointer over the illustration and press the mouse button (and keep it
pressed). Move the mouse pointer to a different position on your slide. When you
release the mouse button and the Ctrl key the illustration will have been copied, as
illustrated.

Deleting an illustration

e Selectthe illustration that you have just copied. Press the Del key and the selected
illustration will be deleted.
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Resizing an illustration

Select the illustration. Move the mouse pointer to one of the four corner handles.
Press the mouse button and keep it depressed. Move diagonally outwards from the
centre of the illustration to make the illustration larger, or move towards the centre of
the illustration to make the illustration smaller. When you release the mouse button
the illustration will remain resized.

Stretching an illustration

Select the illustration. Move the mouse pointer to one of the four handles at the
centre of each border. Press the mouse button and keep it depressed.

If you selected a handle on one of the vertical borders move the mouse left or right
to stretch the illustration.

If you selected a handle on one of the horizontal borders move the mouse up or
down to stretch the illustration.

TIP: If you accidentally stretch an illustration when you meantto justresize an
image, you can always click on the Undo icon to reverse the accident.

We have been manipulating a picture illustration. Use the same techniques to
manipulate the illustrations in the rest of the presentation. These illustrations include
Clip Art, Shapes, SmartArt and a chart.
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Copying illustrations between presentations

Select an illustration within your presentation and press Ctrl+C to copy the selected
illustration to the Clipboard.

Open a presentation called Manipulating illustrations 2.
Display the second slide.

Press Ctrl+V to paste the illustration that you copied to the Clipboard into this slide.
You have now copied the illustration from one presentation to another.

You may want to reposition and resize the illustration within this slide.

Moving illustrations between presentations

Display the contents of the presentation called
Manipulating illustrations 1.

Select an illustration within your presentation and press Ctrl+X to cut the selected
illustration to the Clipboard.

Switch to the presentation called Manipulating illustrations 2.

Display the second slide.

Press Ctrl+V to paste the illustration that you cut to the Clipboard into this Slide.
You may want to reposition and resize the illustration within this slide. You have
now moved the illustration from one presentation to another.

Save your changes and close the file.

Inserting lllustrations within PowerPoint

Open a presentation called lllustrations.

If you click on the Insert tab you will see an lllustration section, which allows you to
insert different types of illustration, as shown below.

IEI' = |+ Manipulating illustrations 1 - Micre

Home Insert Design Transitions Animations

ElE i F ) Y
b Bl w B Y2 pg |
Table Picture Clip Screenshot Photo Shapes Smart4rt Chart Hy
< Art < Album ~ ~

Tables Images Ilustrations

5 F T —

Close the presentation.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 103

Inserting pictures

e Open a presentation called lllustrations.
e Displaythe firstslide.

e Click on the Picture button (contained within the Images group under the Insert
tab).

(@]

1l

Home

Picture

Insert Design Transitions Animation:

ElE % |T h
Ak ¥ = N
Clip  Screenshot Photo Shapes Smart&rt Chart

Art = Album ~ o
Images llustrations

e This will displaythe Insert Picture dialog box.

|E| Insert Picture IEI

s

ol |E| ¥ Libraries » Pictures » - | &?| earch Pictures 2 |
Organize - Mew folder = ~+ [ l@l

[P] Microsoft PowerPc = Pictures I|br’ary

. Arrange by: Folder ¥
Includes: 2 locations

- Favorites

m

4 Libraries
3 Documents
J"- Music
=/ Pictures s Sample Pictures
B videos

0@ Homegroup

1M Computer

&, local Disk(C)  ~

File name: - IAII Pictures v]

Tools - [ Open |v] ’ Cancel ]

e You will probablyfind that by default the Insert Picture dialog boxis displaying the
contents of a folder called Pictures.

|E| Insert Picture

A, |E| v Libraries » Pictures »

Organize « New folder

(B] Microsoft Pc-werF'-:|A| Pictures ||brary
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Within the left section of the dialog box, double click on the Documents folder.

|E Insert Picture @
=
@uv j » Libraries » Documents » - |¢,|| Search Documents Pl
Organize = MNew folder =~ '@'
> (B] Microsoft Powerpc—  Documents library Arange by: Folder ~
Includes: 2 locations
iigtavonte MName Date modified Type ’
433 Librari 2 , Adobe 22/01/201011:24 ... File folder
4 Libraries
|W . Bluetooth Exchange Folder 22/01/2010 3:41 PM File folder
N J’ Music . Downloads 15/02/2010 2:13 PM  File folder
> [ Pictures | | KFEP 28,/03/2010 8:35 AM F?Iefclcler
, E Videos J microsoft 15/08/2009 12:58 ...  File folder
. My Call Graphs 1/02/2010 8:37 PM  File folder

My Data Sources /2010 9:01 AM  File folder
. OneMote Motebooks /03/201011:04 ... Filefolder
. PowerPoint 2010 Basics 28/03/2010 3:16 PM  File folder

> ¥ Homegroup

4 M Computer
>5_f Local Disk (C) = 4| m | +
File name: - [AII Pictures v]
Tools = [ Open |v] ’ Cancel ]

This will display the contents of the Documents folder. You should see a folder
called PowerPoint 2010 Basics (you may have to scroll down the folder list to see
this).

IEI Insert Picture @
e, =
\ |5 » Libraries » Documents » v |+ Search Documents yel |
sy Y
Organize = Mew folder =« [l l@l
- .
[B] Microsoft Powerpq— ~ Documents library ) _
] Arrange by:  Folder =
Includes: 2 locations
W Favorites MName Date modified Type
B Libraries 1 | Adobe 22/01/201011:24 ... File folder
5 Documents . Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
E| My Documents , Downloads 19/02/2010 213 PM  File folder
Public Docums_ . KEEP 28/03/2010 8:35 AM  File folder
J’ Music | microsoft 15/08/200912:58 ...  File folder
(& Pictures , My Call Graphs 1/02/2010 8:37 PM File folder
E Videos My Data Sources 24/03/2010 9:01 AM  File folder
, OneMote Notebooks 17/03/201011:04 ...  File folder
“a‘ Homegroup | . PowerPoint 2010 Basics 28/03/2010 3:16 PM  File folder
- 4| I | &
File name: - ’AII Pictures VI
Tools = [ Open IvJ l Cancel ]
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e Double click on the PowerPoint 2010 Basics folder.
|E| Insert Picture @
@l\._./l'| . % Documents » PowerPoint 2010 Basics - | ¢,| Search PowerPoint 2010 Basics 2 |
Organize * New folder =~ [0 @
|E| Microsoft PowerPc Documents ||b|"ar}ar . )
) ) Arrange by: Folder ~
PowerPoint 2010 Basics
Rjbaoniss MName Date modified Type
s I B computer desk 26/02/200711:52 ...  HPTSMSMVP.JPG
= Libraries
3 D B logo 2/11/2007 12:20 PM HPTSMSMVP.JPG
£ Documents
M B Telephone 2/03/2007 9:58 PM HPTSMSMVP.JPG
| My Documents
J Public Decume
J“. Music
= Pictures
B Videos
% Homegroup
-« 1 r
File name: computer desk - ’AII Pictures v]
Tools = [ Insert |vl ’ Cancel ]

e Selecta file called Computer Desk.

e Click on the Insert button to insert this picture into your slide.
e You mayfind that the picture needs to be moved.

e To move a picture, or any other type of illustration, first click on the illustration to
selectit. Then press the mouse button, and while keeping the mouse button
pressed move the mouse pointer on the screen to drag the illustration to the desired
location. Experiment.

e If you need to resize an illustration, click once on the illustration to select it then click

on a corner handle and drag to re-size the illustration.
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Inserting Clip Art

e Displaythe slide relating to information about the Keyboard.
e Click on the Clip Art icon (contained within the Images group under the Insert tab).

BE9-0(

E_Home Insert Design Transitions Animations

e & O™
3 e B | e
Table Picture| Clip creenshot Photo Shapes SmartArt Chart

Art 4 Album = ~
Tables Images Tllustrations

e This will displaythe Clip Art side panel to the right of your slide.

Deu Tt Aaimtiont M B~ o | 5@
C TR =R B A &8 @
el Malh | Shases Smsas o dte sis
T - Chpan .o
et
i =l
Wi dhocbe _
Al rmeda Mie 1o x|
] [ridute O o e
Allows you to type information into the
computer
+
£
W
L | Click to adi notes = i .
= S B |

¢ Inthe Search for section type in the word 'Keyboard'.

“ | \Clip Art - X
Search for:

[ keyboard
Results should be:

All media file types |E|
Indude Office.com content

e Click on the Go button and after a short delay you will see keyboard related clip art
displayed in the side panel.
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L[] U [ lustrations - Miczzit PpwerPomnt = F =
n vome | niet Arwew  View =@
| B ™ 1 . 1 1 [ e | “ 'S o
o | el || s BE : il [@ 4 EEa T Q6
Tabbe | Picture | Clip |Soeenibet Frote  Shapes © Tedt  Hease Worddn Date  Shde  Object | Egustinn i Vides Audin
L] A Ban & Footer * B Time Mustibeet ] - -
Test Symiah Media .
® = Chpit - %
- faareh for:
fpbacard =
Remits whoukd bee:
A mecis fie types izl

Keyboard

Allows you to type information into the ' i E
computer e '{Iﬁ\

Tl Fnd move at Cfficecom

= @ s for ity wages

| Olick to add notes

Sigedota | Fugmr | |[BiEen® aw (=)L (+-F
= T =

e You may need to scroll down the items of clip art to find the one you want. Click on
an item you wish to insert into the slide, and then it will be inserted, as illustrated.

Keyboard

Allows you to type information into the
computer

e You maywantto re-size the clip art. To do this click on the clip art within the slide
and then click on one of the corner handles that are displayed.

e Press the mouse button and while keeping it pressed, move the mouse away from
the centre of the clip art. The clip art will get bigger. When you release the mouse
button, the clip art will remain resized. To make the clip art smaller, select the clip
art and drag towards the centre of the clip art. Your clip art will then look something
like this.
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Allows you 1o type information into the
COmpuier

TIP: To move an item of clip art click once to select it, then press the mouse button.
While keeping the mouse button pressed move the mouse pointer on your screen.
When you release the mouse button the clip art will have moved to the new position
on your slide.

Inserting Shapes

Display the slide relating to the mouse.

Click on the Shapes icon (contained within the lllustrations section of the Insert
tab).

B9 0+

Home Insert Design Transitions Animations

=k e =P d

Table Picture | Clip |Screenshot  Photo Shapes §martart Chart
= Art < Album = =

Tables Images Tllustrations

This will display a drop down from which you can select the required shape.
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BllH9 -0

Home Insert Design Transitions Animations Slide Show Review

JEM. BGm e e m
Art

Table Picture | Clip |Screenshot Photo Shapes|SmartArt Chart | Hyperlink Action Text
o Album ~ =

Tables Images Recently Used Shapes s
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Rectangles
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Block Arrows

S EER TR = Y g [
€ dunooo e R4
(LT

Equation Shapes
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Flowchart

Dol ay
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Stars and Banners
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Callouts

QOO0 Asds A
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Action Buttons

< || Click to ac = =] =[] & [©] ] [=1 G = [F >

-

Box

In this case select the 7-Point star from the Star and Banners section of the drop
down.

O
Stars and Banners

B A GOPOOR S
s T rzom ]

Callouts

[ R ok i m sy D B R
i AD AD dO

Action Buttons

(= (=1 () o] [ [ ] (=] [ (] (2] L] =

|

You will notice that the shape of the mouse pointer has changed. Move the mouse
pointer over an empty part of the slide. Press the mouse button down (and keep it
held down). Move the mouse pointer diagonally across the screen and when you
release the mouse button you will see the shape displayed on your screen, as
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illustrated.

Mouse

Uead o selact drop down menus, (o point
and click on items, to select items and to
drag and drop items from one place to

another

Inserting text into a shape

e Selectthe shape and click on the shape using the rightmouse button. From the
popup menu displayed select the Edit Text command.

% Cut
By Ccopy
[, Paste Options:

Edit Text I
< Edit Points

E Group 4
Used to select (Ertrerw s to point

and click on ite LIRS s and to
drag and drop LRI

another Save as Picture..,
Set as Default Shape

Size and Position...

Format Shape...

¢ If you look closely you will notice that the text insertion point is now within the shape.
Type some text such as:

Use a good mouse!
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Your shape will now look like this:

You can use this technique to add text to any shape including block arrows,
rectangles, squares, ovals and circles. You can also use this technique to edit
existing text within shapes.

Inserting perfect circles or perfect squares

Display the slide relating to the CPU.

Insert an Oval shape (located within the Basic Shapes section of the Shapes drop
down).

Basic Shapes
BoOAMOLSCOO® @@
@@F&V{\F’@B@
OA22POOY G D™
(140 14

As you drag across the screen you will find that this shape is oval, not necessarily
circular, and you may produce shapes as below.

If you wish to insert a perfect circle shape then you need to keep the Shift key
pressed while dragging across the screen to insert the shape. The circle will then
look as below. Experiment with inserting a perfect circle. Remember that you can
always click on the Undo icon (top left of your screen) to undo any experimentation!
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e The same trick applies to creating a perfect square shape rather than a rectangle.
You can use the rectangles section of the Shapes drop down to experiment with
this.

Rectangles
[ol] (] [l (ol (ol [y [i] o] (]

Inserting a line

¢ Inserta new Blank slide, by clicking in the lower part of the New Slide icon (within
the Slides section of the Home tab),

BlA9 -0+ i
Home Insert Design Transi
x Cut I:I IZEI Layout =
Z3 Copy ~ E Reset
Paste New |.
- y Format Painter [ glide ~ | Section =
Clipboard P Slides

e From the drop down displayed, select Blank.

E“ Hw9-0|- Tlustrations - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show F
@ d Cut El = Layout - Rockwell Body) =~ 18 - A" A" | )
123 Copy ~ By Reset
Pafte - Format Painter 5?;"- ':iSed:ion' B 7 U § a2~ Aa- é'
Clipboard "« | | Foundry

Slides QOutline i

Title Slide Title and Content Section Header

Two Content Title Only

Eeybeard

Picture with
Caption

B Content with

Caption

i3] Duplicate Selected Slides
05 slides from Qutline...

‘3 Reuse Slides...
i
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Click on the Shapes icon within the lllustrations section of the Insert tab.

Eld9-0I=

ﬁ Home Insert Dresign Transitions Animations
0 d|E8| & |2 dl

Table Picture | Clip |Screenshot Photo Shapes EmartArt Chart

< Art © Album
Tables Images Illustrations

Click on the Line option within the Lines section of the drop down.

Elld9-0i-

Home Insert Dresign Transitions Animations Slide Show Revi
EMDD@+@'@JDW\*’ o | &
Table Ficture | Clip |Screenshot Photo Shapes|Smartart Chart Hype Action Tex
~ Art ~ Album ~ o Bo

Tables Images Recently Used Shapes

Slides | Outline x SENNOOOALL
- % AL
Lines

[NRhANTLL 2 2o 4
Rectangles
DDDDDD I

The mouse pointer changes to a small cross shape. Move the mouse pointer to the
position within the slide that you want to start the line. Press the mouse button and
keep it pressed. Move the mouse pointer and release the mouse button when the
line to the desired length.

Inserting a free drawn line

Insert a new Blank slide, by clicking in the lower part of the New Slide icon (within
the Slide section of the Home tab).

Click on the Shapes icon within the lllustrations section of the Insert tab.
Click on the Scribble option within the Lines section of the drop down.
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RIEEAMU

Home Insert Design Transitions Animations Slide Show Review
A
1 B el B ™l .

Table Ficture | Clip |Screenshot Photo Shapes|SmartArt Chart Hype Action Text

- Art - Album ~ - Box
Tables Images Recently Used Shapes
Slides | Outline x SENNOCOOALL D
A S T WA S
Lines
SN TLL 2 B
Rectangles
I e e e e g e e
Racir Shanas

The mouse pointer changes to a small cross shape. Move the mouse pointer to the
position within the slide that you want to start the line. Press the mouse button and
keep it pressed. Move the mouse pointer and release the mouse button when the
line is the desired length.

As you can see the Scribble option lets you draw lines freehand.

Inserting an arrow

Insert a new Blank slide, by clicking in the lower part of the New Slide icon (within
the Slide section of the Home tab).

Click on the Shapes icon within the lllustrations section of the Insert tab.
Click on the Arrow option within the Lines section of the drop down.

I:IIH -5

Home Insert Design Transitions Animations Slide Show Rev
: A
1 B e EE P il ¢ gty

Table Picture | Clip |Screenshot Photo Shapes|SmartArt Chart Hype Action Te:

- Art - Album ~ - Bt
Tables Images Recently Used Shapes
Slides | Outline x GENNOOOALL S
S I RN
5 cPU -
ines
= INRTLL 2 e 4

The mouse pointer changes to a small cross shape. Move the mouse pointer to the
position within the slide that you want to start the arrowed line. Press the mouse
button and keep it pressed. Move the mouse pointer and release the mouse button
when the arrowed line is the desired length.

NOTE: As you can see there are a range of arrow formats. If you have time
experiment with using one of the other formats.
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B

Inserting atext box

e Inserta new Blank slide, by clicking in the lower part of the New Slide icon (within
the Slide section of the Home tab).

e Click on the Text Box icon within the Text section of the Insert tab.

®A9- |+ Tllustrations -
E Home Insert Design Transitions Animations Slide Show Review View

M EBE L P2 d @ AlE 4 E

Table Picture | Clip |Screenshot Photo Shapes Smarté&rt Chart Text |Header WordArt
< Art < Album ~ © Box [ Footer = &1

Tables Images Illustrations Links Text

e The mouse pointer changes shape. Move the mouse pointer to the position within
the slide that you want to start the text box. Press the mouse button and keep it
pressed. Move the mouse pointer diagonally over the screen and then release the
mouse button. The text boxwill look like this.

e Type your name into the text box.

Save your changes and close the presentation.

Inserting SmartArt

e Open a presentation called SmartArt. This presentation is made up of just one slide
and does not contain any Text Boxes (placeholders).

e Click on the SmartArt icon (contained within the lllustrations section of the Insert
tab).
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B9 0=

Me Insert Design Transitions Animations
Tk s B D
HE  E+ =l

Table Picture Clip  Screenshot  Photo Shapef Smartart [Chart
= Art v Album

Tables | Images | Illustrations

4

e This will display the Choose a SmartArt Graphic dialog box.

| Choose a SmartArt Graphic |5
List -~
i
= st |l
%99 Process mE @ —
e Cyce Ca— |
e 1
st Hierarchy G ER- ]
L -|
@ Relationship . B
Matrix mEmE I I i ;l_;I
A Pyramid L'l B B
e - Basic Block List
E Ficture e 9 T T T ¢ Use to show non-sequential or grouped
B2 Office.com blocks of infarmation. Maximizes both

harizontal and vertical display space for

EE=

e = T
=
=1

=

(o< ][ cancal |

e Scroll down through the List section and you will see a fantastic range of SmartArt
graphics that you can insert into your presentation.

e Scroll down to the Matrix section and click on the Titled Matrix graphic.

' Choose a SmartArt Graphic T s
. @RS ENE
8= List Ba ﬂa F
@2 Process
— =
sk, Hierarchy

Relationship

£, Pyramid
& P Basic Block List

E Picture Use to show non-sequential or grouped
blocks of information. Maximizes both

Qo
o8 Office.com horizontal and vertical display space for

shapes.

[ ok | [ conce
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e Click on the OK button and you will see the following illustration displayed within
your slide.

¢ Click within the top-left [Text] area. You will now see a text insertion point within
this area of the graphic. Type is the word Powerful. The illustration will now look
like this:

Powerful

[Text]

e Click on the other areas of the illustration and add the following text.

Powerful

Flexible Compatible
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e As you can see using SmartArt you can quickly create professional looking
illustrations. Inserta few more slides into your presentation and experiment with
inserting more examples of SmartArt.

e When you have finished experimenting save your changes and close the
presentation.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 119

Manipulating Graphics

Formatting the shape background fill color style

e Open a presentation called Formatting Shapes.
e Displaythe second slide containing a heartshape.

Heart Shape

4

e Click on the shape to selectit. Right click over the selected shape and from the
popup menu displayed select the Format Shape command.

Cut

Lopy
Paste Options:

S

Edit Text

Shape !
e

Edit Points

TR B

"':JJ Bring to Front |
'-.J_J; 5end to Back |
?_,J Hyperlink...

Sawve as Picture...

Set as Default Shape

ize and Position

Farmat Shape...
I

Calibri(E- 18 ~ A° A" iE iE
B -2~

]
=2

B 7

e This will displaythe Format Shape dialog box.
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Format Shape @

Fil | Fill
Line Calor @) nofill
Line Style @ solid fil
had ) Gradient fil
g W -
= ) Picture or texture fil
Refiection ) Pattern fil
Glow and Soft Edges | | ) Slide background fill
Fill Calor
3-D Format
3-D Rotation Color:
Picture Carrections Transparency: G 0% ~
Picture Color
Artistic Effects
Crop
Size
Paosition
Text Box
Alt Text

Close

e To change the background color, click on the Solid fill button and then click on the
down arrow within the Color section. Selecta color from the drop down options.
Click on the Close button to change the background fill color.

Format Shape @
Fill | Fill
Line Color @ Mo fil
Line Style @ Solid fil
had ) Gradient fill
5 W _
=een ) Picture or texture fil
Reflection @ Pattern fil
Glow and Soft Edges | | ) Slide background fill
Fill Colar
3-D Format
3-D Rotation Color: |2 ¥
Theme Colors s
Picture Corrections Iranspa E EEEEEE =
Picture Color

Artistic Effects

-I"IIIIII

Size standard Colors
. L § | EEEENE
Position
4% More Colors...
Text Box
Alt Text

Close
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Formatting the shape line weight and style

e To change the line style used by the shape, open the Format Shape dialog box and
click on the Line Style side tab.

Format Shape @
Fil Line Style
Line Color Width: 2pt 5
Line Style Compound type:
Shadow Dash type:
Reflection Cap type: Flat EI
Glow and Soft Edges Jnin type: Round EI
3-D Format Arrow settings

3-D Rotation Begin type: E] End type: E
Picture Corrections Eegin size: E] End size: E

Ficture Color

e To increase the thickness of the shape line, increase the value of the number within
the Width section of the dialog box. The effect is illustrated below.

e You can also format the type of line displayed. Clicking on the down arrow within
the Compound type displays the following options.

Format Shape @
Fil Line Style
Line Color width: 6.5pt 5
[ Line style | Compound type: | = -
Shadow Dash type: —
Reflection -
Cap type: —_—
Glow and Soft Edges Join type:
3-D Format Arrow settings —_—
3-D Rotation Begin type: > [ End type: E
Picture Corrections Begin size: E] End size: E
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Clicking on the down arrow within the Dash type displays the following options.

Format Shape @
Fill Line Style
Line Color Width: 6.5pt $
e ]
Line Style Compound type:
Shadow Dash type:
Reflection Cap type:
Glow and Soft Edges Jointype: | iiisiesesemesens

3D Format
3D Rotation
Picture Corrections

Picture Color

Arrow settings

Beaqin type: [

Begin size: E

Formatting the shape line color

Experiment with adjusting the line thickness and style.

Format Shape

To change the line color used by the shape, open the Format Shape dialog box and
click on the Line Color command. Select the Solid line button. Click on the down
arrow within the Color section and select a line color from the options displayed.
When you click on the Close button the line color will be applied to your shape.

==

Fill

|

Line Calor

Line Color

) Mo line

Line Style

Shadow

Reflection

Glow and Soft Edges
3-D Format

3D Rotation

Picture Corrections
Picture Color

Artistic Effects

Crop

@ Solid line
) Gradient line

Color: 52 -

Transpal

Theme Colors
H EEEEEN

Standard Colors
EEEER

13 More Calors...

4k
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e The shape’s outline will be displayed in a different color as illustrated.

Applying a shadow to an illustration

e Displaythe slide with the title called Shadows. This contains a number of different
types of illustrations.

e Selectthe photograph picture. Right click and select the Format Picture command.

—1: ~
Cut

3 Copy

Paste Options:
=i~

Change Picture...

Bring to Front | »

send to Back | »
L Hyperlink..,

Save as Picture...

Format Picture...

e Selectthe Shadow side tab from the dialog box displayed.

Format Picture @

Fil Shadow

Line Color Presets:
Line Styl

Shadow -

Transparency: U =
Reflection

Size: U $
Glow and Soft Edges

Blur: r‘l =
3D Format r‘l

Angle: =
3-D Rotation e )

Distance: U =

Picture Carrections

¢ Click on the down arrow within the Presets section of the dialog box. This will
display a range of shadow options, as illustrated.
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Format Picture
Fil Shadow
Line Color Presets: ||| =
Line Style Calor: No Shadow ol
Transpare
Reflection L J
Size:
Glow and Soft Edges Duter
Blur:
3-D Format (i ] I
Angle:
3-D Rotation N — J
Distance:
Picture Corrections - - .
Picture Color | ] | [ J
Artistic Effects
Crop ( ] |2
L. A L - - + r
Size
. Inner
Position
Text Box | I
. L L
Alt Text
0 Q0
Perspective N

Experiment with applying some of these options to the picture.

TIP: When adding shadows to photographs, select an Outer shadow (not an Inner

shadow).

Also you may need to increase the amount of shadow displayed using the distance

control.

Distance:

.-37

28 pt

r
w

The effect should look something like this
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Experiment with adding a shadowed effect to the Smiling Face shape and also to
the Rabbit clip art. You will find that adding a shadow to shapes works well, but it is
not always so good when using clip art.

Modifying arrow line shapes and size

Display the slide containing the line shape. This line does not have any arrow
shapes on it, but you can easily format it to display arrow heads. Click on the line
and then right click on the line. From the popup menu displayed select the Format
Shape command.

Select the Line Style command within the dialog box displayed.

Format Shape @
Fil Line Style
Line Color Width: 0.75pt =
Line Style Compound type:
Shadow Dash type:
Reflection Cap type: Flat EI
Glow and Soft Edges Jnin type: Round EI
3-D Format Arrow settings

3-D Rotation Begin type: End type:
PFicture Corrections Begin size: E] End size: E

Picture Color

Within the Arrow section of the dialog box click on the Begin type or End type
control to select the arrow style for the beginning or end of the line.

Arrow settings Arrow settings

Begintype: | v | Endtype: | v Begin type: End type: | ~

Begin size: — i E Begin size: E] End size: — i —
-« - - > —¢ -0

You can also select the beginning and end size of the arrows.
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Arrow settings Arrow settings

Begin type: End type: Begin type: End type:
Begin size: E] End size: E] Begin size: E] Fnd size:

— e -

— | — -

+— 4+ =

gt
4

i

}
}

11
R
v

e Click on the Close button to close the Format Shape dialog box.

Rotating or flipping an illustration

e Displaythe slide with the title 'Rotating and Flipping lllustrations'.

e Selectthe arrow shape and click on the Arrange icon (located within the Drawing
group under the Home tab).

rmat
—_ J|f} Text Direction - N e .- EE |_| B shape Fill = &4 Find
- i:-'J-ﬁ.Iign Text ~ AL E:> {lf‘ 5|~ -4 S L shape Outline = | ;. Replace ~
= Arrange | |Quick
42| Convert to SmartArt ~ 2oL P &E - S?vles - wd Shape Effects » | L3 Select =
jraph F Drawing . Editing

e This will display a drop down list of options.

= B 2R
> @
[ 'i_= o Shape Fill - &4 Find
* i e ' zShape Cutline - E”Replace T
— |Arrange| Quick
A |Styles = = Shape Effects = W Select -
__[ oOrder Objects i Editing
s

‘-.1_;!1 Ering to Front

33 sendto Back

i__]_] BEring Forward
rl 4 send Backward

Group Objects

| feta
| =7
3

e

Position Objects

|= Align b
Sk | Rotate

'_3»'?,} Selection Pane...
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e To flip the illustration, click on the Rotate command and from the submenu select
one of the Hip commands. Experiment with using these options.

= |'_’;. by Shape Fill ~ 34 Find

L_’/_Shape Outline ~ 3], Replace ~
C|Arrange| Quick

[ - Styles = = Shape Effects - b Select -
i Order Objects El Editing
'1:;!; Ering to Front

‘E;‘; Send to Back

L.]_] Ering Forward

"' 4 sendBackward

Group Objects

1551

-

Position Objects

= Align 4

Sk Rotate * | Sk Rotate Right 90°
"__’-Lb Selection Pane... A~ Rotate Left 90°

= Flip Vertical

4k Flip Horizontal

Moare Rotation Options...

e To rotate a shape experiment with using the Rotate options.

=5 |'_J;. L shape Fill - &4 Find

E Shape Outline ~ | 2. Replace ~

C||Arrange | Quick
i - Styles ~ = Shape Effects = g Select =

U order Objects F Editing
'1:,]; Ering to Front
‘EE] Send to Back
'—3] Ering Forward
-" 4 send Backward
Group Objects
1521
-

Paosition Objects

I=  Align 4

Ll Rotate *1| 5L Rotate Right 90°

'?'i‘_; Selection Pane... A= Rotate Left 90°

= Flip Vertical
Ak Flip Horizontal

More Rotation Options...
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Rotating illustrations by dragging with the mouse

e Selectthe triangle within the slide. You will notice that as well as the handles at
each corner and halfway along each edge of the shape, that there is a special

handle sticking out of the top if the illustration.

e Click on the special handle, and while keeping the mouse button pressed, drag the
mouse to rotate the selected illustration, as shown.

Layering illustrations to the front or back

e Displaythe slide with the title ‘Layering Illustrations’. This slide contains three
illustrations that overlap each other on the screen. The photograph is at the top of
the illustration layer, with the child clip art being in the middle and the Smiling
Face shape at the bottom of the layers.

e To send the photograph to the back, click on the photograph and then click on the
Arrange button (located within the Drawing group under the Home tab). Selectthe
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Send to Back command.

= |‘_/‘. 2 shape Fill » 4 Find

T 2 Shape Outline = | 2, Replace =

—|Arrange| Quick

- - Styles = = Shape Effects = g Select =

__U order Objects ) Editing
L3 Ering to Front

“Ea Send to Back

57 —Bring Forward

e The layering will change as illustrated. The photo is now at the bottom layer.

e Click on the smiling face shape. To bring this to the front click on the Arrange
button (located within the Drawing section of the Home tab). Select the Bring to
Front command.

[ |'_,‘| D Shape Fil -

- [ Shape Outl
Arrange| Quick

k2 Styles + = Shape Effec

I Order Objects
J ‘1:& Bring to Front l

“Ea Send to Back

Lb Ering Eorward

4 send Backward

e The smiling face will now be at the top of the illustrations layers, as illustrated.
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You can also experiment with using the Bring Forward and Send Backward
options.

The Bring Forward command moves a layered object, one level up the layers.

Ey |._,' ﬁShape Fill =
e, L Shape Outline ~
~|Arrange| Quick
i - Styles = = Shape Effects ~

_U order Objects .
Ering to Front
Send to Back

Bring Forward |

[ s

Send Backward

e The Send Backward command moves a layered object, one level down the layers.

= |'_,. 4 shape Fill - Y
al " _.Aaf L shape Outline = | 25 F
~|Arrange| Quick
; - Styles » = Shape Effects - by S

_U Order Objects E] E

'1:3] Bring to Front

“E;’; Send to Back

I_J] Bring Forward

l_;'] Send Backward :l
Group Objects

15

e Save your changes and close the presentation.

Aligning graphics relative to each other or relative to the slide

e When aligning graphics you can align them relative to the slide or relative to each
other. To illustrate the point look at the following example of a slide containing a

number of graphic objects.
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e If we were to align to the top, using alignment relative to the slide then after top
alignment has been applied your slide would look like this.

e Ifhowever, we were to align to the top, using alignment relative to each object
then after top alignment has been applied your slide would have looked like this.
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Aligning shapes relative to the left of a slide

e Open a presentation called Aligning shapes.

e Displaythe firstslide. This slide contains a number ofshapes. Select all the shapes
by clicking on the first shape and while pressing the Ctrl key click on the other
shapes. When you have finished your screen will look like this with all the shapes
selected.

e Click on the Arrange button (within the Drawing section of the Home tab).

e Selectthe Align command. From the drop down list make sure that the Align to
Slide option is ticked. This will mean that any alignment formatting we apply will be
relative to the slide, not relative to existing objects within the slide.

Coa ¥ = o
-
v - - AFTangE
L A- EEEIE N Y| ek chape Eivens -

- 2 Shage M rina
a -] ]/ i- ape Crutfing ~ v Pepisce

Ordes Diects
& Pringis P

4y sendta lack

Aligning shapes to the left ¢ = s

Grop Obyech
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¢ Ifnecessary, redisplaythe Align drop down menu and then select the Align Left

= | m ' = g | b=, | Text Direction - .~ o =] 1 % Shape Fal ~ #rind
A oimT = KK | e el -] -
Align Tesd = AL LG - = Shape Dutling = | &, Replace -
; Tt . e
. - . & Dhuick

A-FEIE U 4 Wi o [ ;:,';1 o) Shege Effects - | [y Sedect -
Paragrag [ Order Otjects Edilang

| §} Bringlo Flont

2 fend o Bag

B g Derward

Aligning shapes to the left g sessee

Group Objects
W Greus
|'.| Ve
Ot ¥
' Parsition Objects

12 align

-
=

o=

=

}

1=
2
4 an
T
i
v

¥ Algm | stt
O -f.g' Rafste ]
‘ %2, selection Pane

o

Al Cenler

Alegn Dbjes Left
o
align Tap
Align Middle
align fettem
Distrisute Merizontally
Dristrilde Verlically
Align to Slide
Align Sefected Ohjecs
Wikw Gridlineg

Grid Settings

e The shapes will be lined up along the left edge of the slide, as illustrated below.

Aligning shapes to the left of a slide

Aligning shapes relative to the centre of aslide

e Displaythe second slide.
e Selectall the shapes within the slide.

e Click on the Arrange button (within the Drawing section of the Home tab).
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e Selectthe Align command.

e From the drop down list supplied make sure that the Align to Slide option is ticked.
This will mean that any alignment formatting we apply will be relative to the slide, not
relative to existing objects within the slide.

e If necessary, redisplay the Align drop down menu and then select the Align Center
command.

Ve @ = . t= . o ocie | b Ll Tt Danection < TR E=]e = % Shaps Fil « B Fina
A 4 A== = 3 iign Test » ALt M (- = j B Snape Cutting + 3 Replace
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e | . Edaing
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S = | 1= zngn 12 Align Left

r

'
gl 7k Ageate [ l & Align Centes
" By etestion Bane Align
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(-] —f Il::J:'- hjecty Center
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.. gl Align fotiom
S ofs  Digribute Horizonkally
L] & Distribute Yertialy
v
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Grid Settings

— i

e The shapes will be lined up along the centre of the slide, as illustrated below.

| Aligning shapes to the center of a
slide
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Aligning shapes relative to the right of a slide

Display the third slide.

Select all the shapes within the slide.

Click on the Arrange button (within the Drawing section of the Home tab).
Select the Align command.

From the drop down list make sure that the Align to Slide option is ticked. This will
mean that any alignment formatting we apply will be relative to the slide, not relative
to existing objects within the slide.

If necessary, redisplay the Align drop down menu and then select the Align Right
command.

e | - | b} Test Disection - =] = | % Shape Fill ~ 4 Find

R - 5| xhgn Teat = _F'I_'I_- - - =l -“ & Shape Outiine = | 3 Replace
Ao A- EEmm B B ) o e [ e o hape etz = | [y Selea-
Ceder Dhrjects
L Bring fo Front
Aligning shapes to the right & sz
2y send Jadosard
slide Gocmp o

& . ]
. Poraliin CHgrety
J [ [ &

il

The shapes will be lined up along the right edge of the slide, as illustrated below.

Aligning shapes to the right of a
slide
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Aligning shapes relative to the top of a slide

Display the forth slide.

Select all the shapes within the slide.

Click on the Arrange button (within the Drawing section of the Home tab).
Select the Align command.

From the drop down list make sure that the Align to Slide option is ticked. This will
mean that any alignment formatting we apply will be relative to the slide, not relative
to existing objects within the slide.

If necessary, redisplay the Align drop down menu and then select the Align Top
command.
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The shapes will be lined up along the top edge of the slide, as illustrated below.

Aligning shapes to the top of a slide

Aligning shapes relative to the bottom of a slide

Display the fifth slide.

Select all the shapes within the slide.

Click on the Arrange button (within the Drawing section of the Home tab).
Select the Align command.

From the drop down list make sure that the Align to Slide option is ticked. This will
mean that any alignment formatting we apply will be relative to the slide, not relative
to existing objects within the slide.

If necessary, redisplay the Align drop down menu and then select the Align Bottom
command.
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e The shapes will be lined up along the bottom edge of the slide, as illustrated below.

Aligning shapes to the bottom of a
slide

e Save your changes and close the presentation.

Grouping and ungrouping objects

e Open a presentation called Grouping.

Grouping and Ungrouping

e This slide contains three separate graphics. Click on each graphic in turn to verify
that each graphic can be individually selected. Trydragging one of the graphics to
the edge ofthe slide. As you can see onlythe selected graphic is moved. Click on
the Undo icon to reverse this move.

e We can group all three objects together so that PowerPoint treats them as a single
graphic object. To do this we first need to select all three graphic objects. Click on
the first graphic object, and whilst keeping the Shift key depressed click on the other
two objects. Once all three objects are selected release the Shift key. The selected

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



PowerPoint 2010 Basics Page 139

objects will now look like this.

Right click over the selected objects and from the popup menu displayed select the
Group command. From the submenu select the Group command.

@ . -
o . M A A EEE Gk
BIEE=E=A- AT AR |
| .l
& Cut
=] B3 Cop
A _ )
[ Paste Options:
=1 |8
c rﬁ Group M Group
— =
g BringtoFront | » | g
@3, sendto Back | » Cat

Save as Picture...
;‘d Size and Position...

%y Format Object...

The objects have now been grouped together to create a single graphic object. You
will notice that the three objects are surrounded by a single outline when selected,
as illustrated below.

Try dragging one of the graphics to the edge of the slide. As you can see all three
arrows are now treated as a single graphic.
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To ungroup the objects so that they can be manipulated separately again, right click
on the grouped object and from the popup menu displayed select the Group
command. From the submenu, click on the Ungroup command.

. A NEELG
T Bsr===A-8-2-I[7
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% Cut

E3 Copy
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¥ 2| |
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Save as Picture...

O+
=

Size and Position...

=

Farmat Picture...

Once again the three graphics are displayed as three separate graphics.

Save your changes and close the presentation.
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Charts

Inserting Charts

e Open a presentation called Charts.

e Click on the Chart icon (contained within the Illustrations group under the Insert
tab).

®lA - I=
Home Insert Design Transitions Animations
EIEE-ESL IR

Table Picture Clip Secreenshot Photo Shapes Smart&rf Chart —
< Art < Album = “

Tables Images Illustrations

e This will displaythe Insert Chart dialog box.

’ Insert Chart @ ]
[d Templates Column B
oo i 2| 98] i) %) 93] ).
& Fie ’ 1
i Bar |Lﬂlh Jﬂﬂ |m ﬁi{ﬂ |Jﬂﬁ |J~Aﬁ'i— |lﬁrﬂr

Area
L XY (Scatter) lJ:&ia |M} |Jﬁ§ |J§»}‘,~ li]#iﬁ
|is]  Stock
@) Ssurface Line
0 mams ||| A ] ] ] 2 >
iy Radar Pie

A e | @] AR |an] o] -

| Manage Templates... | | SetasDefaultChart | | ok || concel |

e You can selecta charttype such as Column, Line or Pie. You can then selecta
specific formatting option for the selected chart type. In this case selecta Column
chart and from the rightside of the dialog box, and then select a Clustered Column.
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Click on the OK button. Your screen will now change as illustrated below.
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Last Years Results M e 5
3 |Categorys a3 28
. \
LE
5t == 7
B Ta resize chart data range, drag lower right carner of range.
Ml . 5
LS 1a
35 7 - mieres 11
i Seten3 1
13
1} 7
o " ) ' L]
Cutegery 1 Cutagory 2 Catmgary 3 Catngery 4 18
]
18
18
E)
n
|21
| |72
—| |24
Click to add notes |
B | | | R stwety T
| Siet oty | 0o Theme | 0D | - |{ihag i o mem (—p L) || | meaay L |
/ . v |y i Ready mode e e 108 A
—b]|.:b—'!EH ||§"|_§J t A

On one side of the screen you see a chartinserted into your PowerPoint
presentation. Within the other side of the screen, you see an Excel worksheet
containing numbers that the chart within PowerPoint is based on.

The default chart numbers within the Excel worksheet will look something like this:
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| =, R R Chart in Microsoft PowerPoint -
Home Insert Page Layout Formulas Data
% Calibri L1 = g%] =&  Gener
P‘ N Ba- B 7 U- A4 = | § -
TTd E- & A o 5
Clipboard Font N Mumk
B21 - £ |
A B C D E
1 Series1l Series2  Series3
2 Categoryl 4.3 24 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category4 4.5 2.8 5
6

Edit the data within Excel to look like this:

| =, RN R Chart in Microsoft PowerPoin
Home Insert Page Layout Formulas o
X Calibri ~un - = Gel
— G- B L U~ AN ' $
Paste . |
S E- »-A = )
Clipboard & Fant [P Alignment [P M
D10 - 5|
A B C D E
1 UK USA Australia
2 Sales 2007 109 139 99
3 Sales 2008 115 146 105
4 Slaes 2009 125 152 109
5 |Sales 2010 135 163 195,
s

As you edit the data within Excel the chart within PowerPoint will change, as below.

Last Years Results

258

200

150 4 gk
o W UEA
m Australin
50 4
o4 . - . 1

Saled 7007 Sales 008 5Ises 200958l 2010

Close the Excel workbook.
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e Save your changes to the PowerPoint presentation and close the file.

Changing the chart type

e Open a presentation called Chart Type.

PowerPoint Charts

hiuk

Category 1 Category 2 Category 3 Category 4

a

m Series 1

e

m Series 2
m Serfes 3

LY

-

e Click on the chartto selectit. If you do not see the Chart Tools ribbon displayed
click on the Chart Tools tab displayed in your ribbon.

rerPoint Chart Tools
Slide Show Review View Dresign Layout Format
A A — — = 5= | A= ||{} Text Direction S
. 8 i R ] Align Text AL
Aa A == = = | =

&=| Convert to Smartart % T
Paragraph

e The screen should now look like this.
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e iR o o TR )
u;g__;;.,_,;;,ﬁiéﬁg, 'ﬁ-un b kb b b bl b ki =

PowerPoint Charts

You can click on the Change Chart Type button in the Chart Tools ribbon.

™ R R

Home Insert Design

#, @ @°
L1
Save As Switch Select  E¢

Chart Type femplate  Fow/Column Data D
Type Data

This will display the Change Chart Type dialog box.
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ca Tem|:i|ate:l|:"E Column e
b ) nt] 98] ial 03] 98] 95
& Pie

Area
2 oo || Ll o] 8]
@@ Surface Line
! oughnu e o~ Aol w s A
il 11 o o a2 B s
@ Radar =

(A e | @l AR anl o] -

| Manage Templates... | | SetasDefeuit Chart | [ ok || cancel ]:E

e You can select another chart type, such as Bar, as illustrated below.

ype ||

B3 Templates A (30 (3 (0RO ABA4) A0 (8L -

om0 i/ [ah] AA] b H
] k>

| & €=
&)
(

G XY (Scatter)
il Stock

(@@ Surface
@ Doughnut

Bar

92 Bubble
@ Radar g

| Manage Templates... | | Setas Default Chart |

Il
3
= |
o | [ concel |

i (© R [E
R

F

=

e Clicking on the OK button will display the new chart type.
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PowerPoint Charts

Category 4

Categary 3
= Series 3

u Series 2
Categary E mSeries 1

Categary 1

e Save your changes to the PowerPoint presentation and close the file.

Changing the background color in the chart

e Open a presentation called Chart formatting.

Column Chart
g i
5
&
m Series ]
A  Series 7
24 = Series 3
|
o
Category 1 Category 2 Category 3 Category 4

e Click on the chartto selectit. If you do not see the Chart Tools ribbon displayed
click on the Chart Tools tab displayed in your ribbon.
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rerPoint Chart Tools
Slide Show Review View Design Layout Format
A . . .
C AN AT 13'/ = EE ‘EE = Ig “11 Text Direction \
) _:J Align Text ML
Aa A E = = E | EE

T¥ Convert to SmartArt -f% T
| Paragraph |

¢ Rightclick over an empty part of the chart background and you will see a popup
menu displayed.

- = A 4" PlotArea -
(6 o 1B I E=E=EA-S-F-¥F F =
5 Delete
&4 Resetta Match Style
4 ﬁ Change Chart Type...
Edit Data...
3-D Ratation m Series 1
30 = 1 : :
. [%f  Format Plot Area.., MW Series 2 ©
2 m Series 3
g [
0
Category 1 Category 2 Category 3 Category 4

e Click on the Format Plot Area command. You will see the Format Plot Area dialog
box displayed.

Fil Fill
Border Color ) Mo fil
Border Styles ) solid fil
o ) Gradient fill
shadow () Picture or texture fill
Glow and Soft Edges ) Pattern fil
3-D Format @ Automatic
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e To seta solid color background for your chart click on the Solid Fill button. Then
click on the down arrow nextto the Color section and select a color from the drop
down thatis displayed.

Format Plot Area ﬁ E
I T

Border Calor @ Nofil

Border Styles [ @ solid fill ]

() Gradient fill
) Picture or texture fil

Shadow

Glow and Soft Edges @ Pattern fil
3-D Format () Automatic
Fill Color
Color: & —
Transpa Theme Colors E

Standard Colors
[ J | FEEEER

4% More Colors...

e Click on the Close button within the dialog box and you will see the color applied to
your chart background, as illustrated.

Column Chart

o Series ]
o Series 2
wSeries 3

u £ =
Categary 1 Category 2 Category 3 Categnry 4
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Changing the column, bar, line or pie slice colors in the chart

e You can apply colors to the elements within your chart. Displaythe first slide
containing a column chart. Click on one of the columns within the chart and you will
notice that the other similar columns are also selected.

m Series 1

W Series 2
m Series 3

Category 1 Category 2 Category 3 Category 4

¢ Rightclick over one of the selected columns and you will see a popup menu
displayed. Selectthe Format Data Series command.

6
- = A A7 Series “Series1'
5 4
BISE=EA-R-Z-F
i [
Delete
&4 Reset to Match Style m Series 1
3
flll change Series Chart Type... W Series 2
08 EditData. m Series 3
2 3.0 Rotation
1 Add Data Labels
] Add Trendline..
|§ Format Data Series...
0 T T

Category 1 Category 2 Category 3 Category 4

¢ You will see the Format Data Series dialog box displayed.
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Format Data Series IEI
| seresOptions | | Series Options

Fil Series Qverlap

Separated Overlapped

Border Color P rzl PP

Border Styles 0%

Shadow Gap Width

Glow and Soft Edges No Gap rl} Large Gap

3-D Format 150%

Plot Series On

@ Primary Axis

() Secondary Axis

e Touse asolid color to fill the column, click the FHll side tab and then also click on the
Solid HIl button.

Format Data Series IEI
Series Options Fill
Fil ) Mo fil
Border Color G Solid fil
J I ) Gradient fil
B 5 -
order Styles () Picture or texture fill
Shadow ) Pattern fill
Glow and Soft Edges 0 Automatic
[T] Invert if negative
*D Format Fill Color
Transparency: U 0% z

e Click on the down arrow nextin the Color section and from the drop down
displayed, select a color.
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Format Data Series -
Series Options Fill
R ATy
Border Color G Solid fill
d | () Gradient fill
Border Styles -
v () Picture or texture fil
Shadaw © Pattern il
Glow and Soft Edges () Automatic
[ Invertif negative
o Fomat Fill Color
Color: | &% =
Transpa Theme Colors =

.Illllilll

Standard Colors
HE EEEEER

4% More Colors...

e Click on the Close button and the color will be applied to the selected columns. In
the example shown we have applied the color Black. Trythis now.

Column Chart

W Series 1

W Series 2
» Series 3

p =

Category 1 Category 2 Category 3 Category 4

e Experiment with applying different colors to other columns within the chart.
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Display the second slide containing a bar chart.

Bar Chart

Category 4

Category 3
m Series 3
mSeries 2
Category 2 m Series 1

Category 1

Format this chart to have a different background color and different colored bars, as
illustrated below.

Bar Chart

Category 4

Category 3
m Series 3
o Series 2
Category 2 mSeries 1

Category 1
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Display the third slide containing a Line chart.

Line Chart

v
>< \/' —Series 1
3

/ \/{/\&f —Series 2

—Series 3

Category 1 Category 2 Category 3 Category 4

—

Format this chart to have a different background color and different colored lines.

Display the last chart in the presentation containing a pie chart.

Sales

LB R
W 2nd CRr
= 3rd Gtr
&t Oty

Select the pie chart by clicking on it. Select the pie chartsegment you wish to
modify by clicking on the segment.

Right-click on the segment and from the pop-up menu select the Format Data Point
command.
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Pie Chart

Sales

» A A" Series Sales” Pi v

A-B-Z-oF m 1st Qtr
m 2nd Qtr

Delete Series m 3rd Qtr
Reset to Match Style m 4th Qtr

Change Series Chart Type...
Edit Data...

Add Data Label

idd Trendline

‘ % Format Data Point..,

This will display the Format Data Point dialog box.

' Format Data Point D |

Series Options

Fill

Border Color

Border Styles
Shadow

Glow and Soft Edges

3-D Farmat

Series Options
Angle of first slice

Mo Rotation G Full Rotation
Point Explosion

Together O Separate
Plot Series On

@ Primary Axis

Secondary Axis

Click the FIl command and then also click on the Solid Fill button.
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Format Data Point IEI
Series Options Fill
Fil ) Mo fil
Border Color G Sold il
J I ) Gradient fil
B 5 -
order Styles () Picture or texture fill
Shadow ) Pattern fill
Glow and Soft Edges 0 Automatic
Vary colors by slice
3-D Format §
Fill Color
Transparency: U 0% T

e Click on the down arrow in the Color section and from the drop down displayed,
select a color.

Format Data Point IEI
Series Options Fill
Fill ) Mo fil
Border Colar G Solid fil
4 I ) Gradient fill
B 5 -
order Styles ) Picture or texture fill
Shadow ) Pattern fil
Glow and Soft Edges | | ©) Automatic
Vary colors by slice
3D Format §
Fill Colar
Calor: & -
Transpa Theme Colors =

Standard Colors
HE EEEERE

4% More Colors...

¢ Click on the Close button and the color will be applied to the selected segment.
e Formatthis chartto display different colors in each pie chart segment, as illustrated.
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Pie Chart

Sales

w181 Ofr
m Ind
= drd dtr
w dth Otr

If you have time experiment with using 'gradient fills’ rather than solid colors to color
a pie segment. To do this, select the Gradient Fill button.

Format Data Point
Series Options Fill
© o
Border Color ~ Salid fil
4 | @ Gradient fill
B 5 =9 .
proer styles () Picture or texture fil
Shadow © Pattern fil
Glow and Soft Edges () Automatic
Vary colors by slice
3-D Format
Preset colors:
Type: Linear El
Direction:
Angle: goe [
Gradient stops
b ] [ 6 @
Color Position: 0% =
Brightness: U 0% |4
Transparency: U 0% =
Rotate with shape
Close

You can create more adventurous looking charts.
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e Save your changes and close the presentation.

Chart Title Manipulation

e Open a presentation called Chart Title. You will see a chart displayed on the
screen, which currently does not have a charttitle.

4.5

3.5 4

25 4 m Last Year

® This Year

e Click on the chartto selectit. If you do not see the Chart Tools ribbon displayed
click on the Chart Tools tab displayed in your ribbon.
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rerPoint Chart Tools:

Slide Show Review View Design Layout Format

A A E s = iE = ||{} Text Direction L
= Align Text i

Aa A

I Convert to Smartart -f% T
Paragraph

e Click on the Layout tab and from within the Labels group click on the Chart Title
button.

BlEH9-O( Chart title - Microsoft PowerPoint ‘ ChartTools |

Home Insert Design Transitions Animations Slide Show Review View Dresign | Layout Format
Series “This Year” - L =] 1 - x

e en 03] TP B | [P [ne] [ia] (B (] aE] (] e )
. Format Selection

Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3-D
&4 Reset to Match Style - Box | Title~ [Titlesr =  Labels~ Table~ - - Area~ Wall~ Floor~ Rotation
Current Selection Insert Labels HAues Eackground

e This will display a drop down menu. Click on the Centered Overlay Title option, as
illustrated.

|E|| H9-0|- Chart title - Microsoft PowerPoint
Home Insert Dresign Transitions Animations Slide Show

Series "This Year® - L
o
@Format Selection

=D

Picture Shapes Text Chart | Axis Legend Data Data
£ Reset to Match Style - Box Title = |Titles~  ~  labels~ Table r
Current Selection Insert — None
Sides | Outline | ” [in#| | Do not display a chart Title ]|'
1 — Centered Overlay Title

ﬁl Cwverlay centered Title on
chart without resizing chart

— 1 Abowve Chart

— ns Display Title at top of chart
b area and resize chart

Mare Title Options...

e Adefault charttitle will be displayed within the slide, as illustrated below.

Chart litle
4.5

: I
3.5
|
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Select the default chart title text as illustrated.

[ S ——— ~

:|
|

%5 = i— [

Type in a new chart title, as illustrated below, using the text ‘Sales Hgures’.

i o—-—------pg
1Sales Figures

4.5
an H _

If you want to move the title, move the mouse pointer to the edge of the title (until the
mouse pointer changes to the shape of a cross-hair). While depressing the mouse
button drag the title to the desired position and then release the mouse button.

To delete a charttitle you first need to selectit, by clicking on it once, then press the
Del keyto delete it. Trythis now. Click on Undo to reverse this deletion.

Save your changes and close the presentation.

Adding data labels to a chart

Open a presentation called Data labels. You will see a chart displayed on the
screen, which currently does not have data labels.

™ Last Year

South
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e Click on the chartto selectit. If you do not see the Chart Tools ribbon displayed
click on the Chart Tools tab displayed in your ribbon.

rerPoint Chart Tools

Slide Show Review View Design Layout Format

1
—_—
i
=
=

|
n
i
1

r A A | B iz i

T

Aa A == Canvert to Smarthrt TN
Paragraph

e Click on the Layout tab and from within the Labels section, click on the Data
Labels icon.

els - Microsoft PowerPoint | Chart Tools ‘

Animations Slide Show Review View Dresign | Layout | Format
=
| [ |l (o] | ] ] ] J |
it Axis  Legeng Data Data Axes  Gridlines Plot Chart 3-D 1
g Titles~ = Labels = [fable = W W Area~ Rotation
Labels Axes Backgr-:lund

e This will display a drop down list. Click on the Center command.

Data labels - Microsoft PowerPoint

Lhart ['oof

1sitions Animations Slide Show Review View Dresign | Layout

|l P o] | i EMJQJ

L

Chart  Axis Legend| Data Data Axes  Gridlines Plot  Chart
Title = Titles ~ = Labels =| Table = = = Area -
Labels - MNone Backgrour
Turn off Data Labels far
selection
Center

Display Data Labels and position
centered on the data point(s)

Inside End

Display Data Labels and position
inside the end of data point(s}

Inside Base

Display Data Labels and position
inside the base of data point(s)

Qutside End

Display Data Labels and position
outside the end of data point|s)

= B E)|E)E

More Data Label Options...

e Your chart will now look like this.
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Take a little time to investigate some of the other options within the drop down
menu, such as the Inside End option, illustrated below.

tels - Microsoft PowerPoint al

Ll

Animations Slide Show Review View Design

art Axis Legend| Data Data Ayes  Gridlines Plot

e~ Titles~ ~ Labels =| Table = ~ o Area~
Labels None Ea
Turn off Data Labels for
selection
Center

Display Data Labels and position
centerad onthe data pointis)
Inside End

Display Data Labels and position
inside the end of data point(s)
Inside Base

Display Data Labels and position
inside the base of data point(s)
QOutside End

Display Data Labels and position
outside the end of data point(s)

More Data Label Options...

= B & (& E

T
L]

Lo

.

® Last Year

.5
2
3

-

=]

LR

Marth South

Display the second slide within the presentation which contains a pie chart.
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Click once on the pie chart.

Click on the Layout tab and from within the Labels section, click on the Data
Labels icon. This will display a drop down list. Click on the Center command. Your
chart will now look like this.

If you want you can format the data label within the pie chart to display percentages,
which is often more useful within a pie chart. To do this click on the Data Labels

icon again, but this time select the More Data labels Options command, as
illustrated below.
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oft PowerPoint

ns Slide Show Review View Design
)| (] | ] (] | ] (2
Data Axes  Gridlines Plot  Ct
Table Area h
None |
Turn off Data Labels for
selection

. Center
Z.’EL Display Data Labels and position
centered on the data point(s)

. Inside End
(o Display Data Labels and position
inside the end of data point(s)
=] Outside End
i Display Data Labels and position
outside the end of data point(s)
=] BestFit
s Display Data Labels and position
with Best Fit

More Data Label Options...

This will display the Format Data Labels dialog box, as illustrated.

Format Data Labels

Label Options | | Label Options
Number Label Contains
il |:| Series Name

[[] category Name
Border Color Value
Border Styles | ] Percentage
Shadow Show Leader Lines

Glow and Soft Edges Besekiohel feu

Label Position

30 Format
) @ Center
Alignment
) Inside End
) Outside End
() BestFit

[T 1ndude legend key in label

Separator |, EI

Click on the Percentage check box.
De-select the Value check box.
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Glow and Soft Edges Besekiohel feu

Label Position

3-D Format
) @ Center
Alignment .
) Inside End
) Qutside End
) BestFit

Indude legend key in label

e |, [7]

When you click on the Close button, your chart will look like this.

Format Data Labels 5|
— Label Options
Number Label Contains
Fill Series Name
Category Name
Border Color Value
Border Styles Percentage
Shadow Show Leader Lines

Save your changes and close the presentation.
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Organization Charts

What is an organization chart?

e An organization chartis used to illustrate a structure such as the management levels
within a company. Atypical organization chart would look something like this:

CED

Production
Director

Marketing

Sales Director
Director

1 1 |

Asia Pacific
Sales
Assistant

American
Sales
Assistant

European

Plant

e Assistant

Assistant

Creating an organization chart

e Open a presentation called Organization chart.
e Displaythe second slide within the presentation.
e Click on the Insert SmartArt Graphic icon displayed within the slide.

b i

|[nsert Smarthrt Graphici

e This will display the Choose a SmartArt Graphic dialog box.
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Choose a SmartArt Graphic -5 |[==3 .‘
List =
(B a l =
= List (|
o050 Process mE —
L Cyde — |
Su Hierarchy ca— i — o
L a
Relationship o
Matrix [ [ I I i %:l
S Pyramid
A P IR Basic Block List
E Picture e 9 I . m Use to show non-sequential or grouped
B3 Office.com blocks of information. Maximizes both
? harizontal and vertical display space for
_ - shiapes.
aga 1
ooc HEE = .

o J[ caned |

Click on the Hierarchy button. Within the middle section of the dialog boxclick on
the Hierarchy chart. Click on the OK button.

' Choose a SmartArt Graphic R |
All ~
= et -g—- c:Er'itn g%;g -
¥ Process
[.5%5, Hierarchy ] m
I 1
Eed Relationship _‘—E == I.’= .(. = l ‘ l ‘ l |
Matrx = 1= “ea
A Pyramid - —_—
A .YTBITII = E\ E e — Hierarchy
ﬁ Ficture = 1171 - Use to show hierarchical relationships
Oz Office.com progressing from top to bottom,
[ ok || cancel

You will see the following chart displayed within your slide.
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Company Structure

[Text]

[Text] [Text]

[Text] l[Text] \ [Text]

NOTE: Another wayto insert an organizational chart into a slide would be to click on
the Insert Tab and within the lllustrations group, click on the SmartArt button.

EBld92-0Is

mHome Insert

——————

Cesign

Table Picture Clip Secreenshot Photo

hé Art
Tables

-

Images

Album ~

Transitions Animations

Shapeg

-

= i

Smarthrt| |Chart

Ilustrations

Adding labels to items within an organization chart

e Click on the top box and type in the text CEO. Click within each of the other boxes to
insert the following names.
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CEO

Production

Sales Director Director

Sales Sales

Plant
Assistant

Assistant Assistant
America Europe

Adding a co-worker to an organization chart

e Click on the Sales Director box. Right click on this box and from the popup menu
displayed click on the Add Shape command. From the submenu click on Add

Shape After.

VUM e, ILLUTE
* |l |add shape After

% Hyperlink... L‘:| Add Shape Before

Synonyms , | 5 Add Shape Aboye

EE Transiate ‘! Add Shape Below

t] Reset Shape
Al Format Text Effedts... —_—
éd Size and Pasition...
F t Shape... .
¢ %- ——— Production
) ) Sales Director @ it

CalibrifE- 21 = A° A7 M4 b L

BISEEEA&Z- '|—’
Sales .
Assistant Sale Assistant Planet
Europe Assistant

America

¢ You will see a boxdisplayed at the same hierarchical level to the right of the box you
selected, as illustrated below.
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CEO
_I—n‘
1 1
- Production
Sales Direct A
dleS LArecior D'Il'ECtCIl'
Sales Sales Plant
Assistant Assistant 5
; Assistant
America Europe

e Click on this boxand enter the text Marketing Director, as illustrated below:

l CEQ
f T

Marketing
Director

Production
Director

Plant
Assistant

Sales Director

Sales Sales

Assistant Assistant
America Europe

Adding a subordinates within an organization chart

e Click on the Marketing Director box. Right click on this boxand from the popup
menu displayed click on the Add Shape command. From the submenu click on
Add Shape Below.
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Exit Edit Text -
A Font...
C q =5 Paragraph...
O m pa ny 3 @ Change 5hape >
|/L] AddShape ¥ | [l Addshape After
% Hyperlink... l{-‘j Add Shape Before
S , | = _Add Shape Aboye
ST Transate ‘2! | Add Shape Below
t] Reset Shape .iL‘ ghire 2
I ﬂ Format Text Effects... |
| é‘u Size and Position... _—\
L Format Shape... l .
< Sales Director hp% NN | ?ﬂ?n_
N calibrifE~ 21 » A" A" 4 H] 04 G
BIEE=SA-H-Z- }‘
Asss?s!gsnt Sale Assistant Pl?met
America e Assistant

You will see a box displayed one level under the marketing manager, as illustrated
below.

CED

Sales
Assistant
America

Sales
Assistant
Europe

Plant
Assistant

g g
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¢ Click on this new box and add the label Marketing Assistant, as illustrated.

Production
Director

Marketing

Sales Director g
Director

Sales Sales
Assistant Assistant

Marketing
Assistant

Plant
Assistant

America Europe

Adding a manager within an organization chart

e Click on the Sales Director box. Right click on this box and from the popup menu
displayed click on the Add Shape command. From the submenu click on Add
Shape Above.

Exit Edit Text

A Font.

= peemet ... BEPUCTOTE
v
it k |_-_i:, Add Shape After

[®, Hyperlink.. "] Addshape Before
[ |
- [ Add Shape Above | |

SYnonyms k

| = | =
: -33 Translate tz! AddShape Below

| ] Reset Shape | 'TI
I Format Text Effects... |

§ AT + i
| i‘d Size and Position..,

| Farmat Shape... Marketin
1 Sales L{?f.-,-‘-.m. : 6
: | m— _Director
|Catibri(f - 20 = A" A7 B b 4|
' S=A- &2 |

Production
Director

e You will see a boxhas been added one level above the Sales Director.
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CED

[ 1

Marketing Production
Director Director
I I I

Karketing Plant

lSalesDIrettﬂr I Assistant l Assistant
Sales Sales
HAasistant HAasintant
America Europe

e Add the label Vice President Sales to this new box.

CEO

Production
Director

Vice President
Sales

Marketing
Director

Marketing
Assistant

Sales Director

Sales Sales

Assistant Assistant
America Europe

Removing an item from an organization chart

e Click on the item you wish to remove and press the Del key. Experiment with
deleting items. Remember that you can use the Undo keyto reverse these
deletions!

e Save your changes and close the presentation.

Changing the hierarchical structure of an organization chart

e Open a presentation called Hierarchical structure. This presentation contains the
following organization chart.
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Company Structure

Amerigo
Vespucci

Roy Blunt g

|

’—
Valentino Robert Zora
Gravani Menendez Hurston

To change the hierarchical structure you need to select an item and drag itto a new
location. For instance to promote Valentino Gravani to the same level as Roy
Blunt, you first need to click on the Valentino Gravani box, as illustrated.

Amerigo
Vespucci

Roy Blunt [
1
Robert Zora
Menendez Hurston

Click on the edge of the Valentino Gravani box (when the cursor changes to a
cross-hair shape) and then while keeping the mouse button pressed, drag the box to

the right of the Roy Blunt box. When you release the mouse button, the
hierarchical structure will have changed, as illustrated below.

L] { )
Valentino
Gravani |
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Company Structure
Amerigo
Vespucci
Roy Blunt §
e
Robert Zora
Menendez Hurston

1

Valentino
Gravani

We are now going to move Zora Hurston to make her subordinate to Roy Blunt.
Within the Text Pane displayed to the left of the chart, locate the entry for Zora

Hurston.

If the Text Pane is not visible, click on the SmartArt Tools tab, which should be

displayed above the other tabs.

erPoint l SmartArt Tools | ]

Show Review View Design | Format

Then click on the Text Pane button within the Create Graphic section of the

SmartArt Tools

Design Farmat

Ribbon.
BlIH9- 0= Hierarchical structure - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View
5 li @ Promote Reorder Up [>T4
= ; - @
I Demote = Reorder Down é I:El j ﬁ- - =
Add Add| | Text ||, [ ] B T = @@ e g
Shape~ Eullet| | Pane  j= Rightto Left 5 Layout = Tl | color

Create Graphic Layouts

Highlight the Zora Hurston entry by clicking & dragging across the text. The entry

will be highlighted as illustrated.
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Company Structure

. Type your text here =

* Amerigo Vespucci Amerigo
-« Roy Blunt V :
* Valentina Gravani espucci

* Robert Menendez

* Zoainin Valentino
RoyBlunt g i

‘Organization Chart..
1

Press CTRL-X to cut the entryto the clipboard.

Click at the end of the Roy Blunt entry, so that the insertion point is positioned to
the right of the text.

Type your text here ¥
* Amerigo Vespucci
-« Roy Bluntl
# Valentino Gravani
= Robert Menendez

Press the Enter keyto insert a new entry below Roy Blunt.
Press CTRL-V to paste Zora Hurston back into the list.

Type your text here x*
* Amerigo Vespucci
-+ Roy Blunt
- Zora Hurston
= \alentino Gravani
= Robert Menendez

Press the TAB keyto demote Zora Hurston.
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Company Structure

Type your text here Ame rigo
* Amerigo Vespucci Vespu cci
-+ Roy Blunt
- Zora Hurston

* Valentino Gravani Roy Blunt &
» Robert Menendez

8

Valentino

il

Robert
Organization Chart... Menendez

Zora Hurston will now be displayed below Roy Blunt.

Experiment with changing the hierarchical position of other items within the

organizational chart. Remember if things go horribly wrong you can always use the
Undo icon to fixthe mess!

Save your changes and close the presentation.
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Manipulating Slides

Moving slides within a presentation or between presentations

e Open a presentation called Slide Sorter 1.

e Click on the Slide Sorter icon, located in the status bar at the bottom-right of your
screen.

| /58 %ﬂ = es% (—— ) (+)

i
LN A N )
=
Your screen will now look like this:
:.1 o 3 Shide sonter] - Microsoft PowerPoint N B Om 1
W fame | [nsert  Design Transiticn Gnimations  Shde Show feview Vi (7]
' 3 Layout . i ¥\ Finat
2 — Bore = fan
g | oo e |
EEE— Siffvessms | Eemo 0 smcmsnee U
g el ﬂ ’ Pt
1 2 1 4 5
g sl At T e i e L e iyl e
= ~ =

kd

e Toreorder (i.e. move) a slide, first click on a slide to selectit. Then press down the
mouse button (and keep it held down). Move the mouse pointer to a position
between the two slides that you wish to move the selected slide to. Release the
mouse button and the selected slide will have moved to the new location within the
presentation. Experiment with moving slides.

TIP: You can selectmore than one slide at a time by keeping the Ctrl key pressed

as you click on slides to select them. This allows you to move more than one slide
atatime.

Copying slides within a presentation

e Make sure that you have clicked on the Slide Sorter icon.
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To copy a slide, first click on a slide to selectit. Press down the Ctrl key (and keep
it pressed down). Press down the mouse button (and keep it held down). Move the
mouse pointer to a position between the two slides that you wish to copy the
selected slide to. Release the mouse button and the selected slide will have been
copied to the new location within the presentation. Experiment with copying slides.

Deleting a slide or slides

Make sure that you have clicked on the Slide Sorter icon.
Select a slide and press the Del key. The selected slide will be deleted.

TIP: You can selectmore than one slide at a time by keeping the Ctrl key pressed
as you click onslides to selectthem. This allows you to delete more than one slide
atatime.

Copying slides between presentations

You can open two PowerPoint presentations and use the Slide Sorter view to copy
or move slides between the presentations.

Make sure that your Slide Sorter 1 presentation is displayed in Slide Sorter view.

Open a second presentation called Slide Sorter 2. Display this second presentation
in Slide Sorter view.

Switch back to display the contents of the Slide Sorter 1 presentation. Select one or
more slides and press Ctrl+C.

NOTE: The keyboard shortcut for the Clipboard Copy command is Ctrl+C. Once
copied to the Clipboard we will be able to paste these slides into another
presentation.

Switch back to display the contents of the Slide Sorter 2 presentation. Click atthe
location that you wish to insert the copied slides. Press Ctrl+V (the keyboard
shortcut for pasting items from the Clipboard). You should now see the items that
you copied from the original presentation.

Moving slides between presentations

Switch back to display the contents of the Slide Sorter 1 presentation. Select one or
more slides and press Ctrl+X.

NOTE: The keyboard shortcut for the Clipboard Cut command is Ctrl+X. Once cut
to the Clipboard we will be able to paste these slides into another presentation.

Switch back to display the contents of the Slide Sorter 2 presentation. Click at the
location that you wish to insert the cut slides. Press Ctrl+V (the keyboard shortcut
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for pasting items from the Clipboard). You should now see the items that you moved
from the original presentation.

e Save your changes and close your presentations.
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Slide Masters

What is a slide master?

e Slide masters contain the underlying content and formatting information used by a
slide within a presentation. You can easily edit your slide masters. If you have a
company logo, you could edit the slide master within your presentation so that the

logo is embedded within the slides and each time you create a new slide, that slide
will automatically display your company logo.

Inserting a picture (clipart) into a master slide

e Open a presentation called Slide master — clipart.

COMPONENTS OF A

PERSONAL
COMPUTER

Click to add notes

Slige 1t d | “Opsilert R|E 0T e - +
=

e Click on the View tab and from within the Presentation Views section, click on the
Slide Master icon.

@] [

(onmmm—

File Home Insert Design Transitions Animations
= === = g |[= [0 Ruler
=] =
= E=NEINEE

[0 aridlines
Mormal| Slide MNotes Reading Slide Handout Motes

Sorter Page  View | Master | Master Master | [[] Guides
Presentation Views Master Views Show

e You will now see the slide master as illustrated below.
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B v Side master - cligant - Micrezah PoweiPoint = &

CLICK TO EDIT
MASTER TITLE
STYLE
Click to edit Master subtitle style
St | S l B g é

e We can now insert an item from the Clip Art gallery. To do this click on Insert tab
and from within the Images group, click on the Clip Art icon.

BlEH9- 0

ﬁ slide Master Home Insert Transitions Animat

.....

T e | D™
HEEl | [=n+ _J') =
Table Picturel Clip |Screenshot Photo Shapes Smart&rt Chart

~ Art ~ Album = 7
Tables Images Illustrations

e This will displaythe Clip Art pane down the right side of the screen.

“ | Clip Art v X
Search for:
computer
Results should be:

5 All media file types Izl
Indude Office.com content

e We need to search forsome relevant clipart. Within the Search for section of the
Clip Art pane type in the word computer and click on the Go button.

e The screen will now look something this, with items of computer relevant clip art
being displayed.
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comgter]| Go
Resity phenkd be:

Al medha fie types
4] e Office. com oot

CLICK TO EDIT

MASTER TITLE
ST E

Click to edit Master subtitle style

=R
Slige Matter | Opulend” |
;

Click on an item of clip art and it will be displayed within the slide master.

Mo ve the clip art item towards the bottom-right of the slide and resize it as
illustrated below.

CLICK TO EDIT
MASTER TITLE

STYLE

Click to edit Master subtitle style

We have now added this clip art to the slide master. We can now return to the
nomal slide view and see the effect of our changes. To do this click on the Normal
icon (displayed towards the bottom-right of your screen).
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- | e Hints for finding images

|
[[mlg=m =z 75% (=)

.
_ 832AM | |
~ P om0 | |

As you can see the clip artis displayed on the firstslide, but not the rest of the
slides. This is because there are a number of different slide masters within your
presentation. The firstslide in the presentation contains a Title slide layout, while
the rest of the slides have a Title and Content slide layout.

To modify the slide master for the slide using the Title and Content slide layout, we
first need to redisplay the slide in Slide Master layout. To do this click on the View
tab and from within the Presentation Views section, click on the Slide Master icon.

The different types of slide masters are displayed down the left side of your screen.
Select the Title and Content slide master layout as illustrated below.

l M- = Shide master = chipart - Microsoft PowerPoint
“ Shide Master Weme  Insert Transaions Animations Review w
g - . | Ruler ) = il Cedor = amange il . = —
.=~ Ji=i g B == . v [Eh X e = ]
Geidbines I Grayscale = Cascade -
Mommal Slide  Metes Reading | Shele |Mandout Mabes . Zoam  Fitts Hew Swiich | Macras
Serter Fage  View MBS Master Maile by Window B Dladand White | ywinggw L0 Move SpBE windows -
1 | DL T T ST TR =
g e
= = o V IZI\ = = iy W I .:_-' re B" =T =
I CLICK TO EDIT MASTER TITLE
Sr=—m ) )
12 x| TR =
= STYLE

= = Click to edit Master text styles

: ) Second level

. HII-IH‘-III

S Third level

: Fourth level
Fifth lavel

D Il =
Shar Madber | "Dpulent” | 5

Use the technique outlined above to insert a different clip art item and again re-size
and re-position the clip artso thatitis displayed in the bottom-right corner of the
slide.

Change back to the Normal slide view and you will see the item of clip art at the
bottom-right corner of all slides using the Title and Content slide layout.

Save your changes and close the presentation.
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Inserting an image (from a file) into a master slide

e Open a presentation called Slide master —image.
e Click on the View tab and from within the Presentation Views section, click on the
Slide Master icon.

I:lltﬂ D =

Horne Insert Design Transitions Animations

EE |:| = |:| Ruler
EHEE B (=2(HE -
[ Gridlines
Mormal| Slide Motes Reading Slide Handout Motes

Sorter Page  View || Master | Master Master [0 Guides
Presentation Views Master Views Show Fl

e You will now see the slide master as illustrated below.

Slicle mastes - mmage - Mitrseit PoserPornt = F -‘ _6
CLICK TO EDIT
MASTER TITLE
STYLE
Click to edit Master subtitle style
Slide Mastes | Dgulent ; MEUAT 1 - +i é

— T g ——

e We can now insert an image from a file. To do this click on the Insert tab and from
within the Images group, click on the Picture icon.

EBld9-0Is

Slide Master Home Insert Transitions Animz

Picture | Clip Sereenshot Photo Shapes SmartArt Chart
~ Art < Album ~ <

Tables Images llustrations

e This will displaythe Insert Picture dialog box.
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|E|lnser1 Picture @
GQ |E| v Libraries » Pictures » - |¢,|| Search Pictures Pl
Organize » Mew folder =+ 0 @

Pictures library

Includes: 2 locations

|E| Microsoft PowerPe— Arrange by:  Folder *

- Faverites

9 Libraries

3 Documents 3

J'- Music

&= Pictures Sample Pictures
E Videos

#d, Homegroup

M Computer
& Local Disk (C)  ~

File name: - ’AIIPictures v]

Tools - [ Open |v] [ Cancel ]

¢ Navigate to the folder containing your sample files. To do this double click on the
Documents folder (displayed in the left section of the dialog box). Then double click
on the PowerPoint 2010 Basics folder (displayed in the right section of the dialog
box).

|E| Insert Picture @I
@uv 3 b Libraries » Documents » - | &,| | Search Documents Do |
Organize « Mew folder =+ O l@l

>|E| Microsoft PowerPc— Documents IIbrary e KTt
Includes: 2 lecations
> W Favorites Mame Date modified Type
4 5 Libraries = | Adobe 22/01/201011:24 ... File folder
L) 3 Documents J Bluetooth Exchange Folder 22/01/2010 3:41 PM File folder
: d‘ Toee . Downloads 19/02/2010 2:13 PM File folder
> [ Pictures J KEEP 28/03/2010 B:35 AM  File folder
> B8 Videos b . microsoft 15/08,/2009 12:58 ...  File folder
, My Call Graphs 1/02/2010 8:37 PM File folder
. ’% Homegroup My Data Sources 24/03/2010 9:01 AM  File folder
, OneMote Notebooks 17/03/201011:04 ... File folder
418 Computer | . PowerPoint 2010 Basics 30,03,/2010 9:35 AM  File folder
& Local Disk (C)  + 4 | i | .
File name: - IAII Pictures v]
Tools - [ Open |v] I Cancel ]
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e You will see the contents of the PowerPoint 2010 Basics folder listed.

@ Insert Picture @

"

U.| . « Documents » PowerPoint 2010 Basics - |#,| | Search PowerPoint 2010 Basics O |
Organize + MNew folder == -« i @
[P] Microsoft PowerPc—  DOCUmMenNts |Ibrary B )

. ) Arrange by:  Folder ~
PowerPoint 2010 Basics
W Favorites Mame Date maodified Type
5 Libraries = B computer desk 26/02/2007 11:52...  HPTSMSMVPJPG

@ Docurnents |I} lego 2/11/2007 12:20 PM HPTSMSMVP PG

J’ Music B Telephone 2/03/2007 9:58 PM HPTSMSMVP PG

| Pictures |

B Videos

& Homegroup

18 Computer
&, Local Disk(C) ~ < | m |
[ Al Pictures -

k

File name: lago

Tools - [ Inzert |v] ’ Cancel ]

e Selecta file called Logo and click on the Insert button to insert the image into your
slide master.
e Re-=size and re-position the image to one of the bottom comers of the slide.

CLICK TO EDIT
MASTER TITLE
SIYLE

Click to edit Master subtitle style

e \View your slide in Normal view.
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You can repeat this procedure for slides based on the Title and Content slide
layout.
Save your changes and close the presentation.

Inserting a shape into a master slide

Open a presentation called Slide master — shape.

Click on the View tab and from within the Presentation Views section, click on the
Slide Master icon.

BlH9- 0=

m_Home Insert Design Transitions Animations
E [ Ruter
- _—

[T cridiines
Mormal| Slide MNotes Reading Slide Handout Motes

Sorter Page  View || Master | Master Master [0 Guides
Presentation Views Master Views Show Pl

You will now see the slide master as illustrated below.

yidd B cd e Shels misther - chipartppts - Mioseh PowsrPaint Sl
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e ) e | | = [ Pr— = | j E
Lk i = S|
A Remmme flrin b [AlFarts - Pl i e
Iniart Siia Indavt Mntat e ¥ Footens AT # Higs Background Grapheo " ey
Mastet  Lagout s eens | Lo Macsholder - = (D] etfeta - " Setug Orvientstion = | Mlaster View
Eilik Marter Miachsr Lagiit Edt Theme Backgrownd = Frge Eetun Gl

CLICK TO EDIT
MASTERTITLE
STYLE

Click to edit Master subtitle style

We can now insert a shape. To do this click on the Insert tab and from within the
lllustrations section, click on the Shapes icon.
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(Bl & =
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Slide Master Home Insert Transitions Animat

jl_l_'lﬂ |_H- @I @Zﬁﬁi

Table Picture Clip Secreenshot Photo Shapes Emartirt Chart
< Art < Album = “

Tables Images llustrations

e This will display a drop down from which you can select the required shape. In the
Basic Shapes section select the Smiley Face shape.

CII (= =
Slide Master Home Insert Transitions Animations Review View
A
EIEE S 1 K a2
Table Ficture Clip Screenshot Photo Shapes|SmartArt Chart Hype Action Text
~ Art ~ Album ~ e Box
Tables Images Recently Used Shapes L
e s ()]
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STYiE CIRREANE N ¢
Lines
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Rectangles
Y 0 g
........................................... Basic Shapes
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Block Arrows
AR ETRLPR
§3vnLDD >R

LA e

SIS
s

e The mouse pointer changes to the shape of a small cross. Move the mouse pointer
over the slide and hold down the mouse button. Move the mouse pointer diagonally
across the screen and you will draw a smiley face shape. Release the mouse button
when the shape is the required size. Re-position the shape to one of the bottom
corners of the slide.

e View your slide in Normal view.

e You can repeat this procedure for slides based on the Title and Content slide
layout.

e Save your changes and close the presentation.

Removing a graphic from a master slide
e Open a presentation called Remove from master.
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Click on the View tab and from within the Presentation Views section, click on the
Slide Master icon.

BlH9- 0=

Mme Insert Design Transitions Animations

|:| Ruler
[ Gridlines

H=l [
EE
Mormal| Slide Motes Reading Slide Handout Motes

Sorter Page  View || Master | Master Master [0 Guides
Presentation Views Master Views Show [

You will now see the slide master displayed on your screen. The slide master

contains a logo at the bottom-left of the slide. Select this logo, as illustrated below.

Click to edit Master text styles
» Second level
o Third level
* Fourth level
= Fifth level

d CHELTENHAM
i~

Press the Del key to remove the logo.
Switch back to the Normal slide view.

Note: You can remove clip art, shapes and images inserted from files using this
method.

Save your changes and close the presentation.

Creating a footer

Open a presentation called Footers.

To insert a footer click on the Insert tab and from within the Text group, click on the
Header & Footer button.
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|E|| | - | Footers - Microsoft PowerPoint
E_ Home Insert Design Transitions Animations Slide Show Review View

= Al 2 =)
M B e B @ i.i\;—f_z.f 5 &
Table Picture Clip Screenshot Photo Shapes Smartart Chart Hype Action Text | Header ordArt Date Slide Object
< Art © Album ~ = Box |& Footer = & Time Number

Tables Images lustrations Links Text

This will display the Header and Footer dialog box. Click on the Footer check box
and type in a footer (in this case type in your name or the name of your
company/organization). In the example illustrated the footer text ‘Cheltenham
Courseware’ was used.

Header and Footer @l
Slide | Notes and Handouts
Indude on slide Apply to All
[ Date and time
(@ Update automatically
Language: Calendar type:
English (U.5.) Western
Fixed Preview
3/30/2010
[ slide number Tt
= '
Cheltenham Courseware
[ Don't show en title side

If you just want to apply the footer to the current slide you would click on the Apply
button. In this case we wantto apply the footer to all the slides, so click on the
Apply to All button. You will now see the footer displayed on all your slides.

Formatting a Disk

» A disk needs to be formatted so that the
operating system can store data on it

+ Diskettes are supplied pre-formatted when
you buy them

» BEWARE: Re-formatting a disk will destroy
any data contained on that disk

&

Crgrmnn m Jpatdadin

Save your changes and close the presentation.
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Automatic slide numbering

e Open a presentation called Footers.

e Toinsertautomatic slide numbering within your footer first click on the Insert tab
and from within the Text section, click on the Header & Footer button.

IEI' = [= Footers - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show Review View

:_l ElE i = ] A = 5
- e v e / = = [ FE
@ HE [+ gé ._} 4 = il. e = Hen LE e
Table Picture Clip Screenshot Photo Shapes Smartart Chart Text | Header WordArt Date Slide Object

~ Art < Album ~ < Box & Footer < & Time MNumber
Tables Images Illustrations Links Text

e This will display the Header and Footer dialog box.
e Click on the Slide number check box.

Header and Footer @
Slide | Notes and Handouts
Indude on slide Apply to Al
[ Date and time
@ Update automatically
English (U.5.) Western
Fixed

Cheltenham Courseware

"] on't show on title slide

e If you justwantto applythe slide numbering to the current slide you would click on
the Apply button. In this case we want to apply the numbering to all the slides, so
click on the Apply to All button. You will now see the slide numbering displayed on
all your slides.

e Save your changes and close the presentation.

Inserting dates into the footer

e Open a presentation called Footers.

e Toinsertthe date into a footer first click on the Insert tab and from within the Text
section, click on the Header & Footer button.
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|E|I = |= Footers - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show Review View
B s B @ ATl =B &

- P s e / = = [
el o B 2 @ = =y =]
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Text | Header ordArt Date Slide  Object

W Art = Album ~ = Box & Footer @ & Time Mumber
Tables Images llustrations Links Text

This will display the Header and Footer dialog box. Click on the Date and time
check box. The date and time options will now be activated, as illustrated.

Header and Footer @
Slide | Notes and Handouts
Indude on slide Apply to Al
tomatically
o 8
Language:
English (U.5.) lz‘ Western
© Fixed Preview
3/30/2010
[¥] slide number ST
Footer . prTTTTEmeT '
Cheltenham Courseware
"] on't show on title slide

If you just want to apply the date to the current slide you would click on the Apply
button. In this case we want to apply the date to all the slides, so click on the Apply
to All button. You will now see the date displayed on all your slides.

NOTE: If you set the Update automatically option, then each time you open the
presentation, the current date will be displayed. If you selectthe Fixed option, then
today's date will be inserted and still be displayed as today's date, even if you close
the presentation and re-open the presentation at a later date. In this case select the
Update automatically option.

You can set the language to be used by the date, by clicking on the down arrow
nextto the Language section.
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Header and Footer @
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[]Don't show on title glide

e Save your changes and close the presentation.
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Slide Shows

Running a slide show

Open a presentation called Slideshow.
If you look at the bottom right of your screen you will see the Slide Show icon.

Click on the Slide Show icon and you will start the slide show running.

NOTE: When using the Slide Show icon it starts the slide show on whichever slide
is selected, not at the beginning of the slide show. To start a slide show from the
first slide, regardless of which slide is currently displayed, click on the Slide Show
tab, and from within the Start Slide Show section, click on the From Beginning
icon.

(2]l = =
(|
Home Insert Design Transitions Animations Slide Show Re
T = = X
R B =M Ee
From Broadcast Custom Set Up Hide Rehearse Record Slide

Beginning | Current Slide  Slide Show Slide Show = | Slide Show  Slide Timings Show =
Start Slide Show Set Up

Each time you click the mouse button the show advances forward one slide.

TIP: To advance to the next slide using the keyboard press the Down arrow key,
the Enter keyor the Spacebar key. To go back to the previous slide press the Up
Arrow key.

TIP: To go to a specific slide, right click on a slide while running the slide show. A
popup menu is displayed. Click on the Go to Slide command. From the submenu,
select the slide you wish to jump to, such as slide 6 in the example illustrated. That
slide will then be displayed.
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Go to Slide L 1 The Parts of a Computer
5 Section 2 system Unit

3 System or Mother board

Screen 3 4 Screen

Pointer Options ¥ 5 CPL

Help & Memory [RAM])

7 Keyboard

End Show

& Mouse
9 Hard Disk

If necessary, press the Esc keyto end the slide show.

Adding Slide show transition effects

Display the first slide within your presentation.

You can add special effects that will be displayed as you move from slide to slide
within a PowerPoint Slide Show presentation. To do this click on the Transitions
tab. Click on the down arrow (called the More control) within the Transition to

This Slide section.

Slideshow - Microsoft PowerPoint

Transitions Animations Slide Show Review View

=] | —— = = — == =
5 D E E =B W X |
L l

Fade Push Wipe Split Reveal Random Bars Shape Uncover

Transition to This Slide

<l .
Caover E_ ':r’
Dptions

You will see a drop down displaying the available transitions.
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s |
1 Flash
Lxciting
— . =
¥ | = = (@] e & M (|
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» | E [« ] ] =1 m =
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¢ As you move the mouse over a transition effect option you will see a preview of the
transition effect within the slide.

e Applya transition effect of your choice by clicking on a transition within the drop
down list.

¢ Run the slide show by clicking on the Slide Show icon (towards the bottom-right of
your screen). As you will see the transition effect was only applied to the firstslide
(i.e. the slide that was displayed when you applied the transition effect).

e Ifnecessary, press the Esc keyto end the slide show.

e Displaythe first slide again. Select a different slide transition effect and then click on
the Apply to All button (displayed within the Transitions tab).

- Microsoft PowerPoint

ifl, Sound: [No Sound] | A

] = [N [0 | (- .
Ll _ iy _ [T - D Duration: 0100 3 [
tandom Bars Shape Uncover Cowver = OELEnds' E,J-ﬂ.pplyTo All i

Timing

e Re-run theslide show. You will now find that the slide transition effect is applied to
all the slides within the presentation.

e Save your changes and close the presentation.

Removing transition effects

¢ Open the presentation called Removing transition effects. This presentation
contains transitions effects that have been applied to each slide within the
presentation. Click on the Slide Show icon (toward the bottom-right of the screen)
and display the slide show. You should be able to see the transition effects between
each slide display.

e Click on the Transitions tab.

IEI' = |= Removing transition effects - Microsof
@ Home Insert Dresign Transitions Animations Slide Show Review View

Yoo E = = &8O & E

Preview Flash Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter

Preview Transition to This Slide

e Click on the More button to the right of the transition buttons.
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Removing transition effects - Microsoft PowerPoint

Transitions Animations Slide Show Review View

= m @0 W @ B

Checkerboard Elinds Clock Haoneycomb Glitter Vortex Shred Switch B

Transition to This Slide

L= —

e From the drop down list displayed click on the None button.

B9 -6i-

—
Home Insert Design Transitions Animati

Subtle

- 3 = i
.....
Maone Cut Fade Push

Preview

Flash
Exciting

B = 8 @

et

1

e Within the Timings group, click on the Apply to All button.

= B
> @
T ¢l Sound: [Mo Sound] * | Advance Slide
ﬂ - 5 2 D Duration: Auta : | [¥] on Mouse Click
Caver = i [T after 00:00.00 2
Timing

e Rerun the slide show and you should find that all slide transition effects have been
removed.

e Save your changes and close the file.

Adding slide show animation effects

e Open a presentation called Applying Animation Effects.
e You can add animation effects to the text and graphics within your slides.
e Selectthe title area on the first slide.
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'THE PARTS OF A
[COMPUTER

Cheflenham Coursewan

-

Click on the Animations tab and within the Animation group click on the down
arrow to the right of the group (i.e. on the More button).

@l H9-ul= Applying Animation Effects - Microsoft PowerPoint Drawing Tools
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e Selectan animation effect, such as Hy In. You will notice that the title areais
marked with an animation number (1), as illustrated.

THE PARTS OF A
COMPUTER

Cheltenham Courseware

e Selectthe sub-title area, as illustrated.

" THE PARTS OF A
COMPUTER

(F—————————————— —————-—— = =

Cheltenham Courseware

(d
|
|
|

O

|
[
[
o

e Click on the Animations tab and within the Animation group click on the down
arrow to the right of the group (i.e. on the More button).
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|E|| H9-0|- Applying Animation Effects - Microsoft PowerPoint Drawing Tools

E_Home Insert Design Transitions Animations Slide Show Review View Format
.\"-""_, . ks " =
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Preview None Appear Fade Fly In Float In split Wipe Shape [EE”E“

Jptions
Preview Animation

This will display a drop down list of options. Select an animation effect, such as
Bounce.

Bl = Apphying Animation Effects - Microsoft PowerPgint
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You will notice that the slide is marked with two animation numbers, as illustrated,
one for the title, which is marked with a 1, indicating that this is the first animation,
while the sub-title is marked with a 2, indicating that this is the second animation.

THE PARTS OF A
COMPUTER

Cheltenham Courseware

Select the computer graphic.
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" THE PARTS OF A
COMPUTER
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e Click on the Animations tab and within the Animation group click on the down
arrow to the right of the group (i.e. on the More button).

|E|| Q N-J |- Applying Animation Effects - Microsoft PowerPoint Drawing Tools

m_Home Insert Design Transitions Animations Slide Show Review View Format
D e | W r X " yr - * [ X
Preview Mone Appear Fade Fly In FloatIn split Wipe Shape B EIT"-t
< Iptions

Preview Animation

e This will display a drop down list of options. Select an animation effect, such as
Zoom

|E“ H9-ul- Applying Animation Effects - Microsoft PowerPoint

Home Insert Design Transitions Animations Slide Show Review View Format
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¢ You will notice that the graphic is marked with an animation number (3), as
illustrated.
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" THE PARTS OF A
COMPUTER
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Click on the Slide Show button, at the bottom-right of the screen.

rs

—] = i =

s Dl S e S |
: " 7:49 AM

Slide Show [ LRSS ™

EE

Click the mouse button once, and you will see an animated title appear.

Click the mouse button again and an animated sub-title will be displayed.

Click the mouse button again to see the animated graphic appear.

Click one more time and the second slide, which does not contain any animations,

will be displayed.
Press Esc to escape from the slide show.
Displaythe second slide.

Select the place holder containing the two bulleted paragraphs within the slide.

System Unit

[- The main P box which houses the
vanous elements which go together to
make up the PC
Contains items such as the computer
memory, hard disk and DVD dnives i
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Click on the Animations tab and within the Animation group click on the down
arrow to the right of the group (i.e. on the More button).

E“ H9-u|= Applying Animation Effects - Microsoft PowerPoint Drawing Tools

Mme Insert Design Transitions Animations Slide Show Review View Format
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Preview Animation

This will display a drop down list of options. Select an animation effect, such as
Fade

E“ g -y |= Applying Animation Effects - Microsoft PowerPoint Drawing Tools
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You will notice that the first paragraph is marked with an animation number (1), while
the second paragraph is marked with an animation number (2).

System Unit

1/ . The main PC box which houses the
various elements which go together to
make up the PC.

- Containsitems such as the computer
memory, hard disk and DVD drives.
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Run the slide show. When you click the mouse button, the bulleted paragraphs will
fade in one ata time.

Escape from the slide show.

If you have time try experimenting by applying other animation effects. You can also
select a graphic within a slide and apply an animation effect.

Save your changes and close the file.

Modifying slide show animation effects

Open a presentation called Modifying slide show animation.

Run the presentation as a slide show and watch the animation as you keep clicking
on the mouse button.

Exit the Slide Show.
Click on the Animations tab.
Display the first slide and select the title, as illustrated.
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Within the Animation group click on the down arrow to the right of the group (i.e.
on the More button).

® = |+ Applying Animation Effects - Microsoft PowerPoint | Drawing Tools |
1
Home Insert Design Transitions Animations Slide Show Review View Format
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Preview Animation

This will display a drop down list of options. Select an animation effect, such as
Swivel
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Select the sub-title and apply a different animation effect.
Select the graphic and apply a different animation effect.

Run the slide show and see the effect that your changes have each time you click
the mouse button.

Exit the slide show.

Save your changes and close the presentation.

Removing animation effects

Open the presentation called Removing animation effects. This presentation
contains animation effects that have been applied to the slide. Click on the Slide
Show icon (toward the bottom-right of the screen) and display the slide show. You
should be able to see the animation effects between each slide display. Remember
to keep clicking the mouse button to see the effects.

Click within the bulleted text on the slide.
Click on the Animations tab and you will see the animation sequence numbers
displayed on the slide.
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Hard Dis

5
.
|-

= The main storage area within your computer.

= Used to store your operating system, your
| application programs (i.e. your word processor,
games efc) and your data.

= Hard disks are installed within the system unit of
your computer.

Within the Animation group, click on the None button.

|E|| IH I~ 3 |+ Removing animation effects - Microsoft Powerf

Insert Design Transitions Animations Slide Show
’5 * ¢ S ¢ »
Preview Appear Fade Fly In Float In
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The animation sequence numbers will no longer be displayed.

Hard Disk
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| application pregrams (i.e. your word processor, I
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-
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¢ Rerun the slide show and you should find that all animation effects have been
removed.

e Save your changes and close the file.

Hiding slides

e Open a presentation called Hidden slides.

e You can create extra slides within your presentation thatmay contain additional
information which will normally be hidden when you run the slide show, but which
can be optionally displayed if needed. This may be useful if you are presenting a
presentation and a member of the audience asks you for additional information.

e To hide aslide, firstshow the slide show in Slide Sorter view (by clicking on the
Slide Sorter icon displayed at the bottom-right of your screen).

| E|sEllez = e6% (=L ()

— Tl

Your slides will be displayed as illustrated.

e Rightclick on the fifth slide with details of the CPU and from the popup menu
displayed click on the Hide Slide command.
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Hide Slide

e If you look carefully at the slide number, you will see a diagonal line through it, as
illustrated. This indicates that the slide is hidden.
|Ii} Text Direct = . =
| Align Test ~
] S i-.rra'nge

Drawing

Displaying hidden slides within a slide show

e You have marked the fifth slide as hidden. Display the first slide and run the slide
show. You will find that the fifth slide is not displayed within the slide show. Exit
from the slide show.

e Displaythe first slide and run the slide show. Right click over the slide thatis
displayed in slide show layout. From the popup menu displayed click on the Go to
Slide command and then click on the slide you wish to view, in this case the hidden
slide number five.
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Go to Slide P W | 1The Parts of a Computer
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3 System or Mother board

Screen 3 4 Screen

Pointer Options * (51 CPU
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Help
7 Keyboard
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End Show
9 Hard Disk

TIP: Hidden slides are marked with the slide number being displayed within
brackets.

e Exit the slide show.
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Printing and Proofing

Spell-checking

e Open a document called Spell check. This presentation contains a number of
spelling errors. To spell check the document, click on the Spelling icon located
within the Review tab.

@] U+ ;
m Home Insert Design Transitions Animations Slide Show Review Vie
ay &
o Allie| » = ol == ¢4 T4 T4
Spelling Research Translate Language Mew
= < Comment

Proofing Language Comments

TIP: The keyboard shortcut to run the spell checkeris F7.

e Follow the on-screen prompts to correct the errors within the document.
e Save your changes and close the presentation.

Using Portrait or Landscape slide orientation

e Open a presentation called Orientation. This contains a presentation that has been
designed in Portrait orientation.

e Click on the Design tab and then click on the Slide Orientation button. You can
select the required slide orientation.

[l = (LK
2 Home Insert Dresign Transitions An
=
Aa Aa Aa I
Page Slide LTI EEEE
Setup| |Orientation ~ =

Pai

Slicles j Portrait x
Landscape

1

e Try applying Landscape orientation to your presentation and scroll through the
slides to view the effect. If you look carefully you may notice that some of the
graphics have been stretched.

TIP: Set the orientation early in the design phase. Do not expectto be able to make
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changes at the end of the design phase, such as modifying the slide orientation,
without any consequences.

Save your changes and close the presentation.

Selecting your output format

Open a new blank presentation.
Click on the Design tab and then click on the Page Setup button.

Ed9- 0

E Home Insert Design Transitions Ani
L] &
Aa Aa Aa I l

This will display the Page Setup dialog box.

Page Slide mmEm EmEm
Setup Orientation = =
Page Setup

v "

Page Setup B[]
Slides sized for: Crientation
Dn-screen Show (4:3) E Slides
Width: ) Portrait
254 = am @ Landscape
Height: Motes, handouts & outline

19.05 [=jcm @ Portrait

Mumber slides from: A

! Landscape
1 -

Click on the down arrow in the 'Slides sized for' section of the dialog box. This will
display a drop list of options including on-screen and printed formats.

I "

Page Setup R
Slides sized for: Orientation
On-screen Show (4:3) IE' Slides

g - () Portrait
On-screen Show (16:9) _

@) Landscape

m

On-screen Show (16:10)

Letter Paper (8.5x11in) )
Ledger Paper (11x17in) Motes, handouts & outline

A3 Paper (297420 mm) b @) Portrait
A4 Paper (210x297 mm) A N
_) Landscape

-

1 -

TIP: You can size the page setup for an on-screen slide show. If you are planning to
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run the slideshow on a screen be sure to specify whether or not you will be using a
computer with a widescreen. As you can see from the illustration, there are a
number of on-screen page setup options you can choose from.

e Be sure to select the correct paper size if you are planning to physically print your
presentation. In the USA select Letter Size:

s "

Page Setup [ 7 /sl
Slides sized for: Crientation
Letter Paper (8.5x11in) (=]  slides -
Width: Portrait l—lc.anr_el
254 =|am @) Landscape
Height: Motes, handouts & outline

13.05 f=|cm b @) Portrait
Mumber slides from: A

Landscape

-

1 T

In Europe and many other parts of the World select A4 paper size.

I "

Page Setup EE
Slides sized for: Orientation
A4 Paper (210x357 mm) [v]  slides E—
Width: Portrait | cancel |
27.51 = am @ Landscape
Height: Motes, handouts & outline

15,05 | cm 5 )

@ Porfrait
Mumber slides from: A
Landscape
1 e

e You can also set page orientation.

e You can also use the dialog boxto specify the orientation for Notes, Slides and
Handouts.

e Close the presentation without saving your changes.

Visually inspect each slide before printing

e You should carefully review each slide within a presentation prior to printing or
saving the final version of the presentation. You can review the slides in Slide Show
view so that you can concentrate on the slide show content and not get distracted
with the parts of the PowerPoint screen.
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Printing options

e Open a presentation called Printing.

e Click on the Fle Tab (top-left of your screen). From the drop down options listed
click on the Print icon.

@] |
Home
[g Save
Save As
[ Open

O Close

Recent

New

Print

Share

e This will display the Print side pane to the right.
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@]l - I
!E! Home Insert Design Transitions Animations Slide Show
H Save i
Print
Save As @
Copies: 1 -
Open
= oe Print
[ Close
Info Printer
@ ___/ Brother MFC-7420 USB Printer on D531-LOU
Recent <=, Offline: 2 documents waiting
. e
New Printer Propertie:
n -
+. Print All Slides -
Share "= Print entire presentation
Slides:
Hel
P ] Fll Page Sides -
& Options Print 1 slide per page
@ Exit Print One Sided -
Only print on one side of the page
—, Collated
DEII,E,B 123 123

E Grayscale -

Edit Header & Footer

Setting the number of copies to print

e Bydefaulta single copy will be printed. If you wish to print extra copies enter the
required number of copies into the copies section.

@] = |
!i! Home Insert Design Transitions Animations Slide Show
H Save )
Print
Save As @
Copies: |1 -
0 | h
S Open Print
[ Close
T Printer
@ __/ Brother MFC-7420 USB Printer on D531-LOU
Recent

a2 Offline: 4 documents waiting

Selecting a different printer

e Nomally a default printer is setup for your computer, but you may have access to
more printers over your network. To select a different printer to print a presentation,
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click on the down arrow to the right of the Printer section and select the required
printer.

®l = |
Home Insert Design Transitions Animations Slide Show
H Save
Print
Save As @
Copies: 1 .
Jpen .
= Print
[ Close
Infa Printer
= . @ __/ Brother MFC-7420 USE Printer on D531-LOU -
EH= -, Offline: 4 documents waiting
& . ;| Brother MFC-7420 USB Printer on D531-LOU
Mew 1
‘;’M Offline: 4 documents waiting
;  Brother MFC-7340 Printer on LOU-PC-WIN7
}5@ Ready
Share . Brother DCP-128C
,qu Ready
Hel
P ~  Fax
2] Options ;:%&f Ready
) — Microsoft XPS Document Writer
E (=T ﬂ}{ Ready
— Send To OneNote 2010
ﬂ_}f Ready
Add Printer...
Print to File
Edit Header & Footer

Printing selected slides

e Within the Setting section, click on the down arrow to the right of the Print All Slides
item, and select the required option such as just the currentslide, or a specified slide
range.
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Settings

5. Print All Slides
== Print entire presentation

Slides

. | Print All Slides
YEE Print entire presentation

Print Current Slide
Only print the current slide

Custom Range
.J}Tﬂ Enter specific slides to print

Setting the number of slides per page to be printed

e Click on the down arrow next to the Full Page Slides option and select the number
of slides that you wish to be printed per page,

Bl 9~ 3|

n (Fme IPr|'ntla}.rc.ut [

i o =
Save As Full Page Slides Motes Pages Cutline

Handouts
ﬁ Open
[ Close ﬂ |:| |:|
1 Slide 2 Slides 3 Slides
e & E =
Recent 4 Slides Horizontal © 5lides Horizontal 9 Slides Horizontal

- = E e

4 Slides Vertical 6 Slides Vertical 9 5lides Vertical
m Erame o
Scale to Fit Paper

Share High Quality

Help

‘ |:| Full Page Slides
-

i) Options Print 1 slide per page
B Exit Print One Sided -
Only print on one side of the page
—, Collated
1_.2,.3 123 123

E Grayscale -
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Single or double sided (duplex) printing

e Click on the down arrow to the right of the Print One Sided item. If required click on
the Print on Both Sides option.

@ I
!ig Home Insert Dresign Transitions Animations Slide Show

|l save
Print

Save As @
& o Copies: 1 z
pen

Lj Close

Print

Info Printer

@/ Brother MFC-7420 USB Printer on D531-LOU

= . . -
Recent a2, Offline: 4 documents waiting

Printer Properties

New
B o
5 Print All Slides -
Share == Print entire presentation
Slicles:

Hel

P | Full Poge Sides .
5 Options Print 1 slide per page
@ Exit Print One Sided -

Only print on one side of the page

Print One Sided
Cinly print on one side of the page

Print on Both Sides
Z= :| Flip pages on long edge

3 Print on Both Sides
7 Flip pages on short edge

To print a presentation

e Click on the Print button.

@l |
!i! Home Insert Design Transitions
Lﬂ Save i
Print
@ Save As L"Eb
Copies: 1
Lj Open X 8
Print
4 Close
Info Printer
@/ Brother MFC-7420 USB Printer ¢
Recent

-a, Offline: 4 documents waiting
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Customizing and Compatibility Issues

Modifying PowerPoint options

e Ifnecessarypress Ctrl+N to display a blank presentation.
e Click on the Fle Tab in the top-left of the PowerPoint window to display a menu.
e Click on the Options button displayed towards the bottom of the menu.

.i' Home

[ save
@ Save As

._3 Open

J Close

Recent
Mew
Print
Share

Help

[l Addns -

:] Options

b9 Exit

e The PowerPoint Options dialog boxwill be displayed. This dialog box has several
side tabs allowing you to configure PowerPoint to your needs.

e General Options:
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PowerPoint Options
| General
Proofing
Save
Language
Advanced

Customize Ribbon

Add-Ins

Trust Center

Quick Access Toolbar

: E) General options for working with PowerPoint

User Interface options

|| Show Mini Toolbar on selection
[¥] Enable Live Preview
LColor scheme: Silver E

ScreenTip style: | Show feature descriptions In ScreenTips |T]
Personalize your copy of Microsoft Office

Username: | David Murray

Initials: o]

l. OK | | Cancel

The options displayed on this tab allow you to control the color scheme used by the
PowerPoint windows and ribbons. You can also set your name and preferred

language.

To setthe user name type your name into the User name section of the dialog box.

Personalize your copy of Microsoft Office

User name:

This information can be used by application programs to automatically insert your
details into a document.

Proofing Options:
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ﬁ

fane :E-,l Change how PowerPoml corrects and larmals your text.

Save AutsComen oprans

Language Change how PowerPoind comeds snd lormats test a5 you type: I_ SumoCoarect Options... ]
Bibvaneed When ceurerting spelling in Microusd! Office programs

Custemize Rikdon

¥ Igrvne wards in UPPLRCASL
Cubck cess Toolbas 17 Igmore words that comtain numgers
I Igrae einel and file adderiird

Add-Irg B
¥ Flag pepeated woads
Teust Cender I Enforeg aceented vppercase in Fremoh
] Suggedt Fiam mam aylionary orly
Eurlom Dutionasic...

Feench medes: | Tramteensd and new speibengs [« |
Spareify modes: | Tutes vert farme anly IE‘

When courecling spelling in PoveesPoind

¥ Chedk speming as you type
I Use coptestual speiing
] Hide gaetling sirgn

Here you can control how PowerPoint will correct or highlight incorrectly spelt words
in your presentations.

e Save Options:

g H Customize how documents are saved.

Praofing

Language Save files in this format: Powe_rPoint Presentation E
Advanced [J] save AutoRecover information every Eﬁ minutes

/] Keep the last Auto Recovered file if 1 close without saving
Customize Ribbon

AutoBecover file loation: EC:\Users\Daw\.AppC ta\R ing'\Mi PowerPoint',

Quick Access Toolbar Default file location: |C\Users\Dave\Documents\

Add-lns
Offline editing options for document management server files

Trust Center
Save checked-out files to: 0

) The server drafts Jocation on this computer
@ The Qffice Document Cache
Server draffts location: | C\Users\Dave\Documents\SharePoint Drafts\ | [ Browse.., ]

File merge options for shared document management server files

El Show detailed merge changes when a merge occurs

Preserve fidelity when sharing this ) P 'B

[ Embed fonts in the file
@ Embed only the characters used in the presentation (best for reducing file size)

Embed all characters (best for editing by other peaple)

[ ok ][ concer |

Here you can control the defaultsave format. You can also choose the default
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folder into which presentations are saved. As you can see in the following example

the default folder is set to: C:Users\Dave\Documents\

Save presentations

Save files in this format: PowerPoint Presentation EI
Save AutoRecover information every |10 = minutes

Keep the last Auto Recovered file if I close without saving
AutoRecover file location: | CGhUsers\Dave'AppData\Roaming'\Microsoft\PowerPoint

Default file location: ChUsers\Dave\Documents',

To change the default folder you would need to type in the full folder path details for
the new defaultin the Default file location section of the dialog box. If you did this
then the nexttime you tried to open a file it would first look in this default folder and

each time you save a new document it would want to save to the default folder.

e Advanced Options:

PowerPoint Options @
General <9' . - - - . -
Advanced options for working with PowerPoint.
Proofing
Save Editing options
Language When selecting, automatically select entire word
Allow text to be dragged and dropped
Advanced

-

Maximum number of undos: |20 -
Customize Ribbon

m

‘Cut, copy, and paste
Quick Access Toolbar
Use smart cut and paste
Add-I

ne Show Paste Options button when content is pasted

Trust Center
‘Chart

D Insert charts using Draft Mode
|:| Hide Draft Mode notification on charts

Image Size and Quality IE‘_] Presentationl IZ|

|:| Disgard editing data (i
|:| Do not compress images in file (i
Set default target output to: | 220 ppi El

Display

Show this number of Recent Documents: |20 = (i

Show shortcut keys in ScreenTips
Show vertical ruler
|:| Disable hardware graphics acceleration

Open all documents using this view | The view saved in the file lz‘

Slide Show

o
= .

OK ] [ Cancel

e Customize Ribbon Options:
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i~

General
Proofing
Save
Language
Advanced
| Curtemize Ribbon
Quitk Actess Toolbar
Add-ins

Trust Center

?fiﬂ Customize the Ribbon

Chaose commands from:
Popular Cammands

Adion

Add Ansmation
Animation Pane
Animation Styles
Bring Forward
Bring to Front
Bullets

Copy

Cut

Decrease Font Size
Draw Table
Duplicate Selected Slides
E-mail

Font

Font Colar

Fomt Size

Format Background...
Format Objed...
Format Painter
From Beginning
From Current Stide
Group

Hyperfink..
Increase Font Size
Layout

Macros

New

New Slide

Open

Open Recent File..

W

3

FULC-EZFEEEHQEE » Tobl-=Liges

Customize the Ripbon:

[=] Main Tabs

- Main Tabs
" = V] Hame
[# Clipboard
» H Shides
[ Fonlt
[ Paragraph
» [ Drawing
[# Editing
finsert
i [¥] Design
[ [¥] Transitions
# [F] Animations
7| stide Show

&

.r' Merge
M [¥| Grayseale
[ [¥] Black And White

[¥] Background Removal
& [¥] Home PMaster Views)

Customizations:

_NewTab | | NewGroup | [ Rename..

-| Imgort/Export ¥ |

o] (o |

Here you can customize the Quick Access toolbar (normally displayed above the
File Tab) to include other icons you use often.

Add-Ins Options:

Genersl
View and manage Microsoft Office Add-ins
Proofing
Save Add-ins
Language Name - Loestion Type
Avanced
| Customize Ribbon
Inactive Application Add-ins
Quick Access Toolbar Custom XML Dats Ch.esMicrosoflt Office\OMicel \OFFAND.OW.  Document Inspectar
|~ Envvisitsle On-Slide Content = Microsoft Office\Officel\OFFRHD.OLL  Document Inspectar
| Add-ins OIT.SHde Content Wicrosaft Office\OMicel \OFFRHD.DLL  Document Inipadar
| OneNote Linked Netes Add.In AMieraaf Offics’\ Offic2l S\ONEHAPPLAN  COM Add-in
Trust Center Onehote Notes about PowerPoint Fresentations crosoft Office) Officel4\ONPFTAddin.dll  COM Add-in
Presentation Notes Wicrosoft Office\Officel4\OFFRHD.DLL  Document Inspedar
Document Related Add-ins
Disabled Application Add-ins
Send to Bluetooth Cv.\Bluetooth Software\btsendto_officedll  COM Add-in

Add-ime Custom XML Data
i . Migroseft C ti
(ol tibility. Mo ibility inf, tion available
Location: C:\Program Files\Mierasaft Orfice\OMicel4OFFRAD.DLL

Desonption:  Inspects for custom XML data stored with this document.

Manage: | COM Ada.ins [=] [ sow

Lo ]I

Gancet |

Here you can control which third party applications can integrate themselves into
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PowerPaint.

Trust Center Options:

PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft PowerPoint helps to protect your privacy,

please see the privacy statements.

Show the Microsoft PowerPoint privacy statement

Office.com privacy statement
Customer Experience Improvement Program

Security & more
Learn more about protecting your privacy and security from Office.com.
Microsaft Trustwaorthy Computin
Microsoft PowerPoint Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure, We recommend that you do not change these settings.

Trust Center Settings...

This allows you to access statements from Microsoft conceming your privacy when
you access various Office Online features.

Close the PowerPoint Options dialog box by clicking on the Close button.

Compatibility issues when saving a presentation

When Microsoft introduced PowerPoint 2007, they created a new format for saving
your PowerPoint file. PowerPoint 2010 uses the same file foomat as PowerPoint

2007. You should be aware that the formats used by the 2007 and 2010 versions
are different from earlier versions, such as PowerPoint 2003.

Open a presentation calling Saving.
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Compatibility Issues

New to PowerPoint Not available within
2007 & 2010 PowerPoint 2003

Save in a compatible | Cannot be edited in
format some earlier versions

This presentation was created using PowerPoint 2010 and then saved as a
PowerPoint 2010 formatted file. Nommally when you save a file you do not worry
about the format, you just click on the Save icon and if necessary give the file a
name. Itis important to realize that the file format used by PowerPoint 2010 is
different from that used by some earier versions of PowerPoint such as PowerPoint
2003 or PowerPoint 2000. If you create a PowerPoint presentation using the
PowerPoint 2010 version and then intend to email a copyto a colleague who may be
using an earlier version such as PowerPoint 2003 then your colleague may not be
able to even open the file, let alone make any editing changes.

The best solution is for you to save the file in an earlier format. This is veryeasyto
do and you need not worry about the underdining technicalities involved. Click on the
File Tab (top-left of the screen) and from the drop down displayed select the Save
As command.

®EH9-GI=

.i. Home

[g Save
ﬁ Open
Ej Close

Info

The Save As dialog boxis displayed. Click on the down arrow to the right of the
Save as type section of the dialog box. Look at the range of formats that you can
store the file as. In this case select the PowerPoint 97-2003 Presentation format.
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Saving - Microsoft PowerPoint
Slide Show Review View
RNMEIEEEE=TE t—_ |If} Text Direction ~SNOoo - Hy & shape Fill
[+/ A ) = = B = — [ o
[ Align Text AL Lopd ol = * & shape Outline
= == == | == Arrange CQuick
Aa * S= = T2 Convert to SmartArt CIRAS SRS 1L M EL'EIe: SDapeFited
PowerPoint Presentation
ReetletatacreErabled - Heesentation
PowerPoint 97-2003 Presentation
|P| Save As PDE
XPS Document

{ | | . = MyPowerPoint Template

PowerPoint Macro-Enabled Template
Organize * Me PowerPoint 87-2003 Template
Office Theme
PowerPoint Show
PowerPoint Macro-Enabled Show
PowerPoint 87-2003 Show
PowerPoint Add-In
PowerPoint 97-2003 Add-In
PowerPoint XML Presentation
= Libraries Windows Media Video
@ Docurmnents GIF Graphics Interchange Format
JPEG File Interchange Format
J’ Music PMG Portable Network Graphics Format
. TIFF Tag Image File Format
I8l Pictures Device Independent Bitmap

|E| Microsoft Powe

»[ Favorites

B Videos Windows Metafile
Enhanced Windows Metafile
- Outline/RTF

i PowerPoint Picture Presentation
File name: OpenDecument Presentation

Save as type: [PowelPoint Presentation v]
Authors: David Murray Tags: Add atag
~ Hide Folders Tools v [ sawve | [ Cancal |

e Click on the Save button and the file will be saved in a backwards compatible
format.

NOTE: You may see the Compatibility Checker dialog box, warning you that you
may no longer be able to edit some elements within your presentation.
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-

Microsoft PowerPoint Compatibility Checker @

The following features in this presentation are not supported by earlier
versions of PowerPoint, These features may be lost or degraded when
you save this presentation in an earlier file format, Click Continue to save
the presentation anyway. To retain all of your features dick Cancel and
save in one of the new file formats.

Summary QOcourrences
The SmartArt graphic and any text in it cannot be edited when 1
I.llﬁlng wersions of Microsoft Office earlier than Office 2007, (Slide Hel

Chedk compatibility when saving in PowerPoint 97-2003 formats.

[ Continue ] I Cancel J

If you look at the PowerPoint Title Bar (across the top of your Microsoft PowerPoint
screen), you will see that the file name followed by the message [Compatibility
Mode]. This is how you can tell whether you are using the PowerPoint 2010 format
or the earlier PowerPoint format.

Saving [Compatibility Mode] - Microsoft PowerPoint

: Show Review View

T =R
) ALLDs
= 4 O

Paragraph

-
I
[
e
(]
A
(]
i

There is another solution to this problem. If your colleagues are using an earlier
version of PowerPoint, such as PowerPoint 2003, they can download additional,
free, software from Microsoft, which will allow them to atleast open and read any
files that you send to them in PowerPoint 2010 format. This is beyond the scope of
the course but you need to be aware thatitis atleast possible!

Other file types you can use when saving a presentation

Beside issues of backwards compatibility, the Save as type option in the Save As
dialog box allows you to be very flexible when saving a presentation.

If you selected the Web Page option you can save the presentation as a web site
compatible file.
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If you select the GIF or JPEG formats you can save the slides as graphic files that
are compatible with just about any image editing programs that you may have. You
can also save the file using PNG, TIFF or BMP graphic formats.

PowerPoint 97-2003 Presentation B
B s D
e, ocument
Gu | % My PowerPoint Template
PowerPoint Macro-Enabled Template
Organize v Me PowerPoint 97-2003 Template
Office Theme
. PowerPoint Show
IEI Microsoft Powe PowerPoint Macro-Enabled Show
PowerPoint 97-2003 Show
PowerPoint Add-In
PowerPoint 97-2003 Add-In
PowerPoint XML Presentation

[ Favorites

3 Libraries

j Documents —prs File Interchange Format
J- Music PMG Portable Metwork Graphics Format
- TIFF Tag Image File Format
| Pictures Device Independent Bitmap
B videos Windows Metafile
Enhanced Windows Metafile
- Outline/RTF
) PowerPoint Picture Presentation
File name: OpenDocurnent Presentation

Save as type: [Puwerpoi.nt 97-2003 Presentation vJ
Authors: David Murray Tags: Add a tag
&) Hide Folders Tools - [ Save l ’ Cancel ]

If you save the file as an Outline/RTF (Rich Text Format) format file, then these files
are compatible with most other programs (but some formatting and functionally may
be lost when saving in this format).
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FUVEIT DIl FF & T IS THLgLI |

|E|SaveAs PDF
XPS Document

o
Ou .« My PowerPoint Template
PowerPoint Macro-Enabled Template
Organize Me PowerPoint 97-2003 Template
Office Theme
PowerPoint Show
PowerPoint Macro-Enabled Show
PowerPoint 97-2003 Show
PowerPoint Add-In
PowerPoint 97-2003 Add-In
PowerPoint XML Presentation
= Libraries Windows Media Video
@ GIF Graphics Interchange Format
Documents JPEG File Interchange Format
J? Music PMG Portable Network Graphics Format
. TIFF Tag Image File Format
&) Pictures Device Independent Bitmap
B Videos Windows Metafile

|E| Microsoft Powe

i Favorites

. owrerPo ure-Presentation
File name: OpenDocument Presentation
Save as type: [PowerPoint 97-2003 Presentation -
Authors: David Murray Tags: Add atag
) Hide Folders Tools - [ Save ] ’ Cancel ]

If you save the file using the PowerPoint Show option then the presentation will be
saved in a special PowerPoint Show format. If you save a file in this format, close
the presentation and then open the PowerPoint Show formatted file, it will always
open in Slide Show view, not Normal view.

PowerPoint 97-2003 Presentation =

|P| Save As PDF
XPS Document

u .« WMy PowerPoint Template

PowerPoint Macro-Enabled Template
Organize * Me PowerPoint 97-2003 Template
Office Theme

(B Microsoft Powt pverpoimt Macro-Enabled Show

PowerPoint 87-2003 Show

PowerPoint Add-In

PowerPoint 87-2003 Add-In

PowerPoint XML Presentation

= Libraries Windows Media Video

@ GIF Graphics Interchange Format

Documents | jpp File Interchange Format

J’ Music PMG Portable Metwork Graphics Format
. TIFF Tag Image File Format

] Pictures Device Independent Bitmap

i Favorites

B videos Windows Metafile
Enhanced Windows Metafile
= Outline/RTF
. PowerPoint Picture Presentation
File name: OpenDocument Presentation
Save as type: [PowerPoint 97-2003 Presentation -
Authors: David Murray Tags: Add atag
) Hide Folders Tools - [ Save ] l Cancel ]
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Experiment with saving the presentation in these different formats and then close
anyopen files.

Saving apresentation as atemplate

e Re-open a presentation calling Saving.
e Click on the FHle Tab (top-left of the screen) and from the drop down displayed
selectthe Save As command. The Save As dialog boxis displayed.
e Inthe Fle name section enter the name Cheltenham.
e Click on the down arrow to the right of the Save as type section of the dialog box
and select PowerPoint Template, as illustrated below.
PowerPoint 97-2003 Presentation )
|P] Save As PDF
. | YPS Document
N U PowerPoint Temp
Y PewerPeintMaere—Endbled Template
Organize ~ Me PowerPoint 97-2003 Template
Office Theme
. PowerPoint Show
IEI Microsoft Powe p . erpoint Macro-Enabled Show
PowerPoint 87-2003 Show
. - PowerPoint Add-In
s PowerPoint 97-2003 Add-In
PowerPoint XML Presentation
4 Libraries Windows Media Video
3 GIF Graphics Interchange Format
£| Documents  pp File Interchange Format
fJ*. Music PMG Portable Metwork Graphics Format
. TIFF Tag Image File Format
= Pfctures Device Independent Bitmap
B videos Windows Metafile
Enhanced Windows Metafile
- Outline/RTF
) PowerPoint Picture Presentation
File name: OpenDocument Presentation
Save as type: | PowerPoint 97-2003 Presentation v]
Authors: David Murray Tags: Add atag
& Hide Folders Tools = [ Save ] l Cancel ]
e You may notice that the Save In folder automatically changes to the Templates
folder.
|ESaveAs @
@Qvl . # Reoaming » Microsoft » Templates » - |¢?|| Search Templates Pl
Organize v Mew folder = v @
3 Documents 0 Name . Date modified Type
fJ*. Music Ty i
. . Document Themes 20/03/2010 3:01 PM  File folder
[ Pictures . e .
— o . LiveContent 17/03/201010:18 ...  File folder
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e Click on the Save button and the presentation will be saved as a template. This

means that you can now create new presentations based on the template that you
have justsaved.

o Before proceeding close all open presentation files.

Creating a new presentation based on a customized template

e Click on the Fle Tab and from the drop down menu displayed select the New
command.

@l “ |
!Eg Home

H Save
Save As

= Open

|_j" Close

Info

e Your screen will now look like this.

Hum [ T Asumstiom Ghie Ghew  Mesew Vi w (7]
=E o
Awvailable Templates and Themes Blank presentation
W s
- 3 Home

Recent Hlank Recent Samyp

presentation | templates tempistes
Frint ey =

|| T : =

harg et = T

Budgets Calepciars  Disign hedes Feemi Gl Ivaices Merubes Phanrars Dlas -
HiE certificates sl
2} Option:
B it
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e Click on My templates.

[E“ H 90|+ Presentat
Home Insert Design Transitions Animations Slide Show Review View
H Save i
Available Templates and Themes
Save As
[ open {3t Home
ﬁ Close ﬁ ﬁ __\|
Info b i/" t A a
e = = —
Recent Blank Recent Sample Themes My templates [ New from
presentation templates templates existing
Neh Office.com Templates [search Office.com

= Y (A =2 A2

e This will display any customized templates that you have created, such as the
Cheltenham template.

Mew Presentation E

Personal Templates |

[ cheliervan) mE@=

Preview

Compatibility lssuas

Mew to PowerPoint | Mot available within

PewerPairt 7003

Saveinacompatible | Cannct beedited in
seme saris it

e Selectthe required template (in this case the Cheltenham template), and click on
the OK button.

e Anew presentation, based on your template will now be displayed.
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Compatibility Issues

New to PowerPoint | Not available within
2007 PowerPoint 2003

Saveina Cannot be editing
compatible format in earlier versions

Swrierl owesnes  bepinpig

NOTE: Itis important to realize that when you create a new document based on a
template, any changes that you make are only made to the new document, not to
the template. This means that the template is protected and can be used over and
over again to create new presentations.

Close any open presentations withoutsaving your changes.

Minimizing the Ribbon

On certain computer monitors you may find that the Ribbon occupies a large
proportion of the screen area which may be better used for viewing your
presentation.

To minimize the ribbon, double click on a tab. To re-display the ribbon double click
on a tab.
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