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Power Point - How to Instructions!!

Select a new presentation under File and the following dialogue box, come up.
Here you can select possible presentation —with a special purpose, and structure outline.
As well as ready to use Design templates.

New Presentation

i

General ] Design Templates  Presentations 1

—EII Brainstarming Session Marketlng Plan
f%!_' Business Plan Mntivating A Team

f%!_' Certificate Presanting A Technical Report
& | Communicating Bad News Pruducts And Services Overvie

15 | company Handbook Project Overview

Preview

@_l Zompany Meeting Project Post-Morkem
E‘.l Employes Orientation Recommend\ng A Strategy
f!‘,.l Facilitating & Meeting Renortlng Progress or Status
& |Financial Overview Selling a Product or Service
2 Generic Selling Vour Ideas

EL‘;,' iGroup Home Page Training

I |Introducing & Speaker

& |Managing Crganizational Change

£ >

When you want to make your own design use:
Select a new slideshow

Microsoft PowerPoint - [Presentation?

Eile Edit %iew Insert Format Tools Slide

= I H5
Newi

Sliide Layout- Choose a layout —for each new slide

HNew Slide

Choose an AutoLayout:
Cancel
[oer |

Title Shide

B

[ Don't show this dialog box again

T
Double click on pictures to replace with clipart or image.

Double click on headings to change wording and text.
Text can be copied from other word documents or files.

‘mat  Tool Show  Wind

Insert a new slide

[€] Microsoft PowerPzint - [PresentationS]
File Edit
e &
1) Ms. Page

Life and Til sSlide Number
Wdarl: Pl . L

INF

3 Mew Slide...  Ctr+M
Buplicate Slide

OR I Mews Slide
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Format - Font- Size. Type, Shadow, Emboss, Colour
Select the text first if is already typed in to make changes.

Font: Fonit skyle: Size:
|Technica| Eiold 32
Cancel
T Tahoma ~ 15
T Team MT B no
24— Preview
T Tempus Sans ITC = Bold Tkalic 25 2
T Times Mew Foman hd bt
Effects

™ Underline I Superscript
[~ Shadow Offset: |0 g %a

W Emboss [~ Subscript [~ Default For new objects

This is a TrueTvpe fonkt,
This same Font will be used on bath wour printer and your screen,

Insert Pictures: Clip Art, Word Art, Scanned Pictures
Insert - Picture - choose your option

[€] Microsoft PowerPoint - [Presentation5]

@Elle Edit ¥iew | Insert Format Tools Slide Show wWindow Help

0O = n @ 49 Mew Slide..,  Chri+M 65%, - @ > | Times b
™ Duplicate Slide
a4 ta ¥
1 Slide Mumber NEYEETD
Life and Til Date and Time. .. ———
Work, Play -
ib Comment da el
- Hello am
Slides from Files... X e
Slides From Outline. ... /_H—‘; show.

Clip Art...
’E From File. ..

Text Box

Movies and Sourfds (3
@ AutoShapes

ﬂ Chart... A ization Chart
s&3 Organization Char
Table. ..
B Ob_' 3 Al wordart...
Object...

@ From Scanner or Camera. .,
ﬁ Microsaft Waord Table. .,

Use handles to size pictures, same as in Word, Excel
-3

Right click on picture to
Use Show picture toolbar to crop, etc.

i ; /
"o O Lot oL | =8 % g
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Add interest and colour with background fill options. —These are under Format
menu

Fill effects — gradient, texture pattern or picture options. Make sure they add interest, do
not make it difficult to read!

iy e g

Gradient | Texturs | Pattern | Ficture |

— - Colors
Bar'kgm”“d (= (- Calar 1t Cancel
" one color -
Backgraund fil Apply ta Al | & o colors

N Colar 2
@ oo sice sy B [—
-

+ Bullet bext
Cancel
Shading styles ariants

Automatic " Diagonal dowin Sample:

.

You can also select ready colour scheme or make your own. Select the format drop down
menu.

Tools — Spell check your work
Presentationa]
makt | Tools Slide Show  Windoe

£ - 'lf}' Spelling... Fr
Lanquage...

 from comer

| ™ Horigontal
j .  vertical
" Diaganal up

Save and try our your slide show!
You can time transitions or use the mouse or arrow keys to advance.

Five Major Views
Normal — Slide Sorter- Slide Show- Slide Master- Handout, Note master
See each one to learn the difference.

Microsoft PowerPoint - [fast demo]
File Edit | View Insert Format Tools Slide Show Window Help
0= E B normal o X 33% - E

Slide Sorter
ﬁ = Ea E Slide Show F5
] |

Life a
ok

Slide Master

P Black and hite
Treslbars b Handout Master

« Ruler [otes Master

Header and Footer...

Zoam, ..

¥



Page 4 of 5

Using action Buttons- Select Slide Show- Action Buttons.
When the mouse is over the area you can determine what happens.
Select a button and insert in the slide. Try linking to another slide and add a sound.

ols | Slide Show  Window Help

'E' Wi Show F5 2
online Broadcast »
Set Up Show...
Matodn g g5,
81| Action Butbons E—
B3| 4 ction Buttons
Preset Anirmation 3 J ﬂ ﬂ @
<l o) sl 2 fge

ﬁ] Cuskarn Anirmation. ..
Slide Transition.. . ﬂ E ﬂ ﬂ
welcome to the

Shiow.

Custam Shows., .,

¥

Click and place the button on slide

[t

Select what you want to happen with this Action Button

Action Settings

Mause Click I Mouse Over ]
Action on click
" None
&+ Hyperlink to:

Mexct Shide -

Other PowerPoint Presentation...

Other File,..
¥ Play sound:

Ereaking Glass j
o

If you want the box invisible double click , choose no fill and no Lines.
2)X)

Format AutoShape

Colors and Lines ] Size I Position ] ]
Fil

Color: m r~ ]
Line

Calar:

Mo Ling 3
| Automatic
ENENN

Arrows

EEEEEEEN ’—_|

EEEEENEN
o EEEEN [ =

[~ Default For o L] ol

Cancel | Preview ‘

Try it out.
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Slide Transitions determine how your new slides will come in over existing ones.
Select —Slide Show- Transitions. Try a few options to see what happens. Remember to
add interest do not distract and annoy your audience.

welcome to the

Slide Transition 2
I

Z| Effect Apply to Al
7

N e Apply
b

N Cancel
7 Mo Transition -

=

Z Mo Transition s

| [Blinds Horizantal

2| {Blinds Wertical

3 |Box In d

Checkerboard Across Sound] -

Checkerboard Down

Cover Down

Cower Left ™
T =

g4 g1

Animations affect how text or objects are added to the slide while being viewed.
Try it out. Select text or object than under slide show try an Annimation to see what
happens.

ols | Slide Show Window Help

g & wiew show F5 | Times Mews Roman - 32
Crline Broadcast 3
Set Up Shaw. ..
-.-3-.-2-.-1-.-W
—‘H Action Butkons Ly -

Preset Animation Off _
f;% Cuskom Arnimation. ..

Drrive-Ii
Slide Transitiorn. .. 2ve-in

Elying
Custom Shows, . Camera
¥ Flash Once

Laser Text

Typewriter
Rewerse Order
+ Drop-In

Fly From Top

Wipe Right

Dissolve
Split Vertical Qut Cote

Appear
T e—

IR R RN R T I S - -t

SAVE SAVE SAVE SAVE



