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Compose a Message

What’s your Point?

No matter the subject matter of your presentation, you have got a point to make. Figure out what the point is and
possibly, write it down! Think of it as the mission statement to your presentation. As yourself this questions: what does
it exist? Next step: FOCUS on your mission statement. Each photo, bullet, object and chart on every slide should support
your mission statement. Most importantly, make sure your slideshow does not contain elements that will distract your
audience from reaching YOUR goal.

Example: Customer Service manager want to communicate a problem she’s having regarding the number of returns for
one product. She developed a slideshow that contains information that does not pertain to that product and therefore,
will distract the audience. Focus on your goal = streamlined presentation!

Understand Your Audience
After deciding on the purpose of your presentation, you will need to make some decisions about your audience. This is
not just demographics of age, gender, and position. This is also about your audience’s expectations, emotions, needs
and wants. Here are some questions to think about:
e How long is your presentation and how long will your audience’s attention span be?
e  Whom do they trust?
e What language do they speak? Acronyms? Terms?
e Do they have any biases or strong opinions about what you need to address? Preconceived notions?
0 Q&Atostart
O Fun Facts
O Custom Presentation

What’s in it for your Audience?

What is your audience going to gain from the time spent with you? Even if it’s a mandatory presentation, you need to
consider why they should pay attention to you and what you have to say. Not only should you ask yourself what the
benefit is the audience but you need to convey that in your presentation.

Benefits should not be confused with features. If you’re selling a clock, the feature is that you can set your alarm to a
radio station. The benefit is that you can wake up to your favorite music or news station.

Every presentation needs to have a benefit that your audience can get behind, support and realize the advantage. You
should identify that benefit early on and revisit it often!



Slide Design

Master Slide
A slide master is the top slide in a hierarchy of slides that stores information about the theme and slide layouts of a
presentation, including the background, color, fonts, effects, placeholder sizes and positioning.
Every presentation contains at least one slide masters. The key benefit to modifying and using slide masters is that you
can make universal style changes to every slide in your presentation, including ones added later to the presentation.

1. Open a presentation. On the View tab, in the Master Views group, click Slide Master.

Slide Handout Notes

Master Master Master

Master Views Cck o et Mt e syl

2. When you open Slide Master View, a blank slide master with the default, associated '
layouts appears.

3. If you want to add a logo to every slide, click the top Master Slide layout with the number 1 to the left of it.
Whatever you change and edit on this slide will update every layout below it. As you add elements you can also
resize content holders as seen in example below (click to edit Master title style element was made slightly
smaller horizontally to accommodate the logo).
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4. Fonts can be updated using the Backgroup group OR by selecting an element and updating the font using the
Home Tab, Font group options OR by right mouse click the border of the element and using the mini-toolbar to
update font options.
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5. Remember to Close out of Slide Master view when you are done updating. Click the Slide Master Tab. In the
Close group, click the Close Master View button.

Slide Master Home Insert Transitions Animations Review View ACROBAT ARTICULATE Format

” =| | _| Delete | e -Aa nColorS' ] Background Styles -
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Apply a Design Theme
1. Click on the Design tab of the ribbon.

2. Hover your mouse over any of the design theme icons shown.

ome e Design 3 0 A atio de Sho Revie e ACROBA
Aa Aa Aa | e —2\a

3. The design is reflected immediately on your slide, so you can see how it will look if you apply this designh theme
to your presentation.

4. Click the design theme icon when you find one that suits your needs. This will apply that theme to your
presentation.

Test Out More Design Themes: The design themes that are immediately visible on the Design tab of the ribbon are not
all the themes available. You can scroll through the existing design themes by clicking on the up or down arrows to the
right of the themes shown, or click the drop down arrow to reveal all of the available design themes at one time. More
design themes are available to download from the Microsoft site, by clicking on that link.

Transitions Animations Slide Show Review View ACROBAT ARTICULATE
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Themes

Design Theme Color Schemes
Once you have selected a style of design theme that you like for your PowerPoint presentation, you are not limited to
the color of the theme as it is currently applied.

1. Click on the More button in the Variants group.

n Colors »

Fonts »
Effects »
@ Background Styles »

2. Here you can change the color theme, fonts, effects and background styles.



Background Graphics Can Be Hidden

Sometimes you want to show your slides with no background graphics. This is often the case for printing purposes. The
background graphics will remain with the design theme, but can be hidden from view.

1. From the Design Tab >> Customize Group >> select Format Background.

[ 1 &
Slide Format
Size -~ Background

4 Fill

Customize « Solid fill

2. Check the box Hide background graphics.

CO | O rS & F O n t S Transparency 1

Font Size and Color

A number of factors, such as room lighting and room size, can affect the readability of your slides during a presentation.
Therefore, when creating your slides, choose font colors, styles and a font size that will make it easy for your audience to
read what is on the screen, no matter where they are seated.

When changing font colors, choose ones that contrast strongly with your background. When choosing a font /
background color combination, you might also want to consider the room you will be presenting in. Light color fonts on
a dark background are often easier to read in a very dark room. Dark color fonts on light backgrounds, on the other
hand, work better in rooms with some light.

In the case of font styles, avoid fancy fonts such as script styles. Difficult to read at the best of times on a computer
screen, these fonts are almost impossible to decipher when projected on to a screen. Stick to standard fonts such as
Arial, Times New Roman or Verdana.

The default sizes of fonts used in a PowerPoint presentation - 44 point text for titles and 28-32 point text for subtitles
and bullets - should be the minimum sizes you use. If the room you are presenting in is very large you might need to
increase the font size. Font sizes may be smaller if the presentation is meant to be viewed on a computer screen.

Steps to changing the font style and size
1. Select the text you wish to change by dragging your mouse over the text .
to highlight it. Calibri (Body) ~|28  ~| A A" | &
B I U SssA-A- A-
2. Click the font drop-down list. Scroll through the available fonts to make
your selection. Font E

3. While the text is still selected, choose a new size for the font from the font size drop-down list.

Steps to change the font color CalibriLight (144 ~| & & L e i=- 1=~

A~ S e AV -
1. Select the text. Locate the Font Color button ™= on the toolbar. The BLUS =S Aa

AT e Colors L

colored line under the letter A on the button indicates the current color. - L, m mm (1]
If this is the color you want to use, simply click the button. ' ' I

| | | 1T

2. To change to a different font color, click the drop-down arrow beside the Standard Colors :

button to display other color choices. You may choose a standard color [ ] EEEEE

shown, or click the More Colors... button to see other options. ¥a? More Colors..
" / Eyedropper

€3>

3. De-select the text to see the effect.



Adding Media to Your Slides | gﬂﬁ'mm-‘- st K £

¥ Reset

5::::. = Section ~ B I US abcf-Aa- A-
Add Clip Art and Pictures Using a Content Slide Layout S G
PowerPoint 2010 offers you a number of different ways to add clip art and pictures to 4 ==y ]
a presentation. Perhaps the easiest way to do so is to select a slide layout that Tmesnt Tie and Content simn Header
contains a placeholder for content such as clip art and pictures.

On the Home tab of the ribbon either click on the New Slide button or change the current slide layout by clicking on the
drop down arrow beside Layout. There are a number of different Content slide layouts available for you to choose from.
To add a single picture or a piece of clip art, click on a simple layout such as Title and Content and the layout of your
current slide will change to match your choice.

If you have chosen one of the simple content layouts, your PowerPoint 2016 slide should resemble the graphic below.
The content icon in the middle of the slide contains links to six different types of content that you can add to the slide.
The Online Picture button is in the middle of the bottom row of icons. This is where you will search for Clip art and
pictures.

6

* Click to add text

| g |+

Pictureq Online Ycreenshot
Pictures =

q ges

In the Bing Image Search Text box enter in your subject matter. If you want clipart, include the word clipart in your
search.

Insert Pictures

[ Bing Image Search

| business meeting clipart x |
Search the web

Select the clipart/image from the display. Click Insert. The image is inserted into your presentation.
> bing Business mesting clipat n
Click to add title

r ’; = i
| 1y

4 e e b v e e g, kg U, L bt b Tarmimeors | o | | Ganed



Resize Pictures

Images come in different sizes. Some will be larger than your slide while others will be tiny. Either way you may need to
resize the image you want to include in your presentation. When you click on a clip art image, a border and tiny white
circles appear on the edges of the image. These circles are called resizing handles (or selection handles). Dragging one of
these handles allows you to enlarge or shrink your picture. The best way to resize clip art or any picture, is to use the
resizing handles located on corners of the picture, rather than the ones at the top, bottom or sides of the picture. Using
the corner handles will keep your image in proportion as you resize it. If you don't maintain your image's proportion it is
likely to end up Ioolking distorted or fuzzy in your presentation.

)

o]

Insert Pictures

Your own pictures can be added to a slide by choosing a Content Layout slide and
clicking on the Picture icon. An alternative to this method is to select the Insert tab on
the ribbon and click on the Pictures icon, as shown in the image at the top of this page.

Crop Unnecessary Elements from the Photos Images
Once the photo has been inserted into the PowerPoint 2010 slide, you may wish to

remove extra elements from the picture. Most photos can be made just a little better by cropping unnecessary
elements, such as background walls, floors, shoes or other unnecessary objects that do not enhance the photo.
Here’s How to Crop your Image:

Picture Tools

Picture Tools

Format Q Tell me what you want to do... Linda Muchow

L/ Picture Border ~ Bring Forward ~ [ Align ~ B "
e =) = Alig | 2] Height: 444"
- | & Picture Effects ~ 0 Send Backward ~ Group -

Cr R “
= | l&¥ picture Layout -~ = E; Selection Pane A Rotate ~ 'p <oy Width: 6.67

F1 Arrange Size [
Click on the picture to select it. This will activate the Picture Tools link above the ribbon. Click the Picture Tools link to
reveal all the options relating to pictures.



Crop Tool

% ) Height: | 4.44" :

Crop — width: 6,67

Ciza =

The Crop tool is located on the right side of the Picture Tools. Click the crop tool
and you will notice that there are black "crop" handles around the border of the
picture. Drag these handles to remove the excess elements that are
unnecessary to the picture.

1
L

Note - It is important to note that even though the picture has been modified by cropping, these extra elements are
simply hidden from view and are still part of the picture. Think in terms of a piece of paper that you rolled partly up, like
a scroll. The items on the rolled part are still there, but simply hidden from view.

Insert Screen Clipping
It’s easy to insert screen captures into your presentation by selecting Screenshot from the Insert tab. Doing so launches
a gallery of currently open windows, and you can click on to insert an image of the window into your document. Or, you
can click Screen Clipping, and drag the mouse to select the screen region that you want to clip and paste into your
document.

1. From the Insert Tab, within the Illustrations group, select Screenshot.

Slide Show

Design Transitions Animations Review View ACR(

=] L 2 = . . . .
| D@i ar = LY B g asoe Select an entire window to be inserted into your
tures Online Screenshot Photo  Shapes SmartArt Chart e~ | Hyperlink Act . . . .

pictures [T Alburn |- Bt slide or select Screen Clipping to click and drag on

I Available Windows

a region of a screen to insert into your slide.

a+ Screen Clipping

Charts

Create a chart or graph in a presentation
To create a chart or graph in PowerPoint 2010, do the following:
1. In PowerPoint, click the placeholder into which you want to insert a chart or graph.
2. Do one of the following:
1. Onthe Insert tab, in the lllustrations group, click Chart.

Design Transitions Animations Slide Sh

Ef‘é@; e+ @Q@EI'

ictures Online Screenshot Photc  Shapes SmartArt C||§rt
Pictures - Album ~ -

Images llustrations



2. Inthe placeholder, click Insert Chart .

3. Click the chart or graph type that you want and click OK.
A Microsoft Excel worksheet with some sample data opens in a new window. To replace the sample data, click a
cell on the worksheet and enter your data. You can also replace the sample axis labels in Column A and the
legend entry name in Row 1.

s 4 2 2 . 4 ' 5 ' 6

o e

= |
| Series1 |series2  Series3

1
2 2 |Category 1 43 24 E]
3 | Category 2 25 44 2
Cllck to 2 4 |Category 3 35 18 3
H as 28
[ : . o

Chart Title g

Categary
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&
[Prat avea
2
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III |

Catemory &

Catemary 3

BSeries 1 Wieries? Wleriesd
o O O

4. When you have input all data that you want in the Excel worksheet, click the File tab and then click Close. The
chart in PowerPoint is automatically updated with the new data.

T

Chart in Microsoft PowerPoint

B
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Click to add title
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Chart Title
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You can modify the chart in PowerPoint, including changes to appearance, size or position. Click the chart, then on the

green Chart Tools contextual tab, use the Design, Layout or Format tab to make changes. To add animation effects to
the chart, use tools on the Animations tab.

H - B -y 0w

Presentation1 - PowerPoint Chart Tools
File Home Insert Design Transitions Animations Slide Show Review View ACROBAT ARTICULATE Design Format Q Tell me what you want to do...
| _E_ el o:o " = Yz - N E E Pl | I
. " : S 11E =
xad Chart cuick | change | I th bt BE| L fy 1t I - skl biooho kot Bil o o 0t _| Switch Row/ Select Edit Refresh  Change
Element ~ Layout - | Colors - Column Data Data- Data Chart Type
Chart Layouts Chart Styles Data Type

Link a Chart from Excel
You can insert and link a chart from an Excel workbook into your PowerPoint presentation. When you edit the data in
the spreadsheet, the chart on the PowerPoint slide is automatically updated.
1. Open the Excel workbook that has the chart you want.
a) The workbook must be saved before the chart data can be linked in the PowerPoint file.
b) If you move the Excel file to another folder, the link between the chart and the PowerPoint presentation and the
data in the Excel spreadsheet will need to be updated.
2. Select the chart and copy it. Use the Home Tab, in the Clipboard group and click Copy, right mouse click the
outside border of the chart and choose copy, or use the keyboard shortcut, Ctrl + C.

£y gopy
Paste Options:

Y

3. Open the PowerPoint presentation that you want to insert the chart into. On the Home tab, in the Clipboard

group, click the arrow below the Paste option. You can also right mouse click or press Ctrl + V to paste. Then use
the Paste options button.
alln

Cut
D Copy
Paste |
= ~ Format Painter
Paste Options: . _— . v
T =] o o Paste Options: (Ctrl) .
FFA B ¥ @ = T A Paste Options:
L2 2 B g

_ 1574 . O =y e,
Paste Special.. S = A

a) If you want the chart to keep its look and appearance from the Excel file, select Keep Source Formatting & Link
Data .

b) If you want the chart to use the look and appearance of the PowerPoint presentation, select Use Destination
Theme & Link Data.

4. When you want to update the data in the PowerPoint file, select the chart, under Chart Tools, on the Design tab,
in the Data group, click Refresh Data.

11



SmartArt

1. Select the Insert tab.
2. Select the SmartArt command in the Illustrations group. A dialog box will appear.

1)
o= 1
Shapes SmartArt Chart
. 5

lllustrations

3. Select a category on the left of the dialog box and review the SmartArt graphics that appear in the center.
4. Select the desired SmartArt graphic, then click OK.
Choose a SmartArt Graphic ? X
o A | List 2
HE | 8 EE -
B ust EIE O%U EE -
989 Process = ' B
_ — & |"==| B
e == = B
i = SN s s =
ﬁ% Hierarchy % E L= Dﬁ
E Relationship — Basic Block List
H_ Yy @@ o-e-0- G- 6 @ Use to show non-sequential or grouped
- - — == 1 1 blacks of information. Maximizes both
EE’ Matrix H == herizontal and vertical display space for
= shapes.
é Pyramid g [ E |DDD‘ IO
. . B8 glgls EEE B |

B
5. To see more details about a graphic, click any image and a larger preview of the graphic with additional text
details will appear on the right side of the dialog box.

To add text to a SmartArt graphic:
1. Select the graphic. A border will appear around it with an arrow on the left side.
2. Click the arrow on the left side of the graphic to open the task pane.

Of— o

[Text] il [Text]

T

F
3

[Text] 8 [Text]

O

[Text]

o] O

3. Enter text next to each bullet in the task pane. The information will appear in the graphic and will resize to fit
inside the shape.

Type your text here

~
.

* Opening

Opening

O

® Discussion
* Clasing

® [Text]

® [Text]

» [Tew)

® [Text]

x
L

G
i
;
|

o]
4. To add a new shape, press Enter. A new bullet will appear in the task pane, and a new shape will appear in the
graphic. To delete extra shapes, use your backspace key

12



You can also add text by clicking the desired shape and then typing your text. This works well if you only need to add
text to a few shapes. However, for more complex SmartArt graphics working in the task pane is often faster.

To convert existing text to SmartArt:

1. Select the list or paragraph you want to change to SmartArt, then right click. A drop-down menu will appear.
2. Hover the mouse over Convert to SmartArt.
Op(cm-.-sv RN A NET
BIryuyE==A-v

Disclission

Cor

T Paste Options:

3. Select the desired SmartArt graphic, or click More SmartArt Graphics at the bottom of the menu to view more
options.

Opening

I_ﬂ 1l
oo |
[0}

DZ] |
{8 [

You can also convert SmartArt back to text. Select your SmartArt, then click the SmartArt Tools Design tab.
Click Convert, then select Convert to Text.

Linda Muchow < Share
o, =
= 55
Reset Convert

Graphic. = [

P|:| Convert to Text

ABC

Prl

s Convert to Shapes

Changing the organization of a SmartArt graphic
To add a shape to a graphic:

1. Select the graphic. The Design and Format tabs appear on the Ribbon.
2. Select the Design tab.

3. Decide where you want the new shape to appear, and select one of the shapes nearby.
4. Click the drop-down arrow on the Add Shape command in the Graphics group. A menu will appear.

13



5. Select Add Shape, Add Bullet, Promote, Demote, Move Up, Move Down, Right to Left.

| SKILL: Make everyone feel
comfortable & valued

i RCotto knoWihorm s s | Add Shape - € Promote Move Up

File Home Insert Design Transitio

e Use body language [:=] Add Bullet Cemote 4 Move Down
* Check for understanding & Text Pane (:) Right to Left == Layout
* Thank participants

& 5 Create Graphic

Working with shapes and text boxes

PowerPoint's large shape collection allows you to organize and design the image you want. While you may not need
shapes in every presentation you create, they can add visual appeal.

To insert a shape: @ » )
st
1. Select the Insert tab. Il @swe
2. Click the Shapes command. Shapes SmartArt Chart 4y Add-ins ~

Recently Used Shapes
3. Select a shape from the drop-down menu. \NOOOAL LD LE
4. Click and drag the mouse until the shape is the desired size. CERTAYE B A ¢
> Lines
NNNTLLR /NG
Rectangles
I ) Y [ o

Berisc Chomas

5. Release the mouse button.

To resize a shape or text box:
1. Click the shape to select it.
2. Click and drag one of the sizing handles on the corners and sides of the text box until it is the desired size.
Kt

3. To rotatgthe shape, drag the arrow/circle handle on the top of the shape. .

14



4. Some shapes also have one or more yellow handles that can be used to modify the shape.

O 3%
\

If you drag the sizing handles on any of the four corners, you will be able to change the height and width at the same
time. The sizing handles on the top or bottom of the shape will only allow you to resize vertically, while the handles on
the left and right sides will resize the shape horizontally.

Formatting shapes and text boxes

To change to a different shape:
1. Selectthe shape or text box. The Format tab will appear.

Home Desi Transitions  Animations  Slide Show  Review  View  ACROBAT  ARTICULATE I'orrrw

& & Shape Fill = LTM Fill = 1 Bring Forward & Align~

1™ £ - 15 Edit Shape - ! 1175
AT L &b (8| [F ] Text Box n u IZ. Shape Cutline * - B Toxt Outtine + ) Send Backward + [HiGroup-
amnd ) s [_J = & Shape Effects - A A A | [\ TextEffects~ Hf SelectionPane  “ARotate~ += 333"
Insert Shapes Shape Styles Wordast Styles e Arrange Size
2. From the Format tab, click the Edit Shape command

Home Insert Desian

ENNOO0O
AL LG
% IRTAVE S I <4k '~f-MergeShapes

Insert Shapes
3. Click Change Shape to display a drop-down list.
- |

T

{=EditShaper || —— o | gmmn |- £ Shape Fill =
" QS) Chapge Shape } | Rectangles
1% ditPoints Y o [ o
hELD e Basic Shapes
— MNIASOOGE®O®
— (5 dorkeoo0ad
N O®ANOUVXNT TN
| . P14t

Block Arrows

4. SeIect the desired shape from the list.

O L O

i j—
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To change the shape style:
1. Select the shape or text box. The Format tab will appear.

.ppbx - PowerPoint Drawing Tools

View  ACROBAT  ARTICULATE FDr‘n‘[:}t

A Text Fill -

ine - A A A - ﬂText Qutline ~
s~

=| A\ Text Effects -

F1 WordArt Styles P

2. Click the More dror_J-down arrow in the Sha[:)e Styles group to display more style options.
Transitions Animations Slide Show

Abc Abc ﬂ - Zf
@Q E
Shape Styles
3. Move your cursor over the styles to see a live preview of the style in the slide.

Al
Theme Styles -

Abc [Abc] [Abc] |Abc| |Abc| |Abc| Abc

4. Select the desired style.
To change the shape fill color:
1. Select the shape or text box. The Format tab appears.
2. Select the Format tab.
3. Click the Shape Fill command to display a drop-down list.

Transitions  Animations  SlhideShow  Review  View  ACRC

— - Lashape Fillg,
ahe | n ﬂ * | Theme Colors

0 ENEENEED

Shape Styles B
II 18 |

T Standard Colors ]
L] EEEEE

4. Select the desired color from the list, choose No Fill, or choose More Fill Colors to choose a custom color.

To change the shape outline:
1. Select the shape or text box. The Format tab will appear.
2. Click the Format tab.
3. Click the Shape Outline command to display a drop-down menu.

.| £ Shape Fill -
- VShapeOutlinI%' A

-

Theme Colors
H EEEEENR

4. From the drop-down menu, you can change the outline color, weight (thickness), and whether it is
a dashed line.
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To change shadow effects:
1. Select the shape or text box. The Format tab will appear.

2. Click the Format tab.
3. Click the Shape Effects command. A drop-down menu will appear.
4. Hover the mouse over Shadow. You will see a list of shadow presets.
5. Move your mouse over the menu options to see a live preview of the shadow effect in the slide.
* w Shape Effects = ¥
Preset ;
_J Shadow : No Shadow
Reflection
Ot

Glow

I
Soft Edges

6. Click the desired shadow effect to add it to your shape.

You can select Shadow Options from the drop-down menu and click the Color button to select a different shadow color
for your shape.

3D effects

There are two types of effects you can apply to your shapes and text boxes to give them a 3D appearance: 3-D
Rotation and Bevel. 3-D Rotation gives the appearance that you are viewing the object from a different angle, and it can

be applied to any shape. Bevel adds thickness and a rounded edge to shapes, but it doesn't work with every type of
shape.

= m m M
& Shape Effects - [\ Text Effect

To use 3-D Rotation:

1. Select the shape or text box.
Click the Format tab.
Click Shape Effects from the Shape Styles group. -
Hover the mouse over 3-D Rotation. A drop-down menu will appear. | Beflection |y potation
Select the desired rotation preset from the drop-down menu. You (] low gy
can also click 3-D Rotation Options if you would prefer to type g P;el
custom values. B

WordArt Styles
‘ Preset »
— 2 | 1 ' 0

:| Shadow 3

ukhwnN

|:\ Bevel ' | [+ | ~ ~
To use bevel: ] 3prowton » | - l

1. Select the shape or text box. ; 5
2. Click the Format tab. |
3. Click Shape Effects from the Shape Styles group.
4. Hover the mouse over Bevel. A drop-down menu will appear.

- | L. Shape Outline = A /__\ m L Text Outl

O <1 et vl

Preset
| Shadow

Reflection

Click to ac

Glow

Soft Edges b
Ladd tevt

" No Bevel

] 3.0 Rotation »

Bevel

-t b =

5. Select the desired bevel preset from the drop-down menu. You can also click 3-D Options if you would prefer to
type in custom values.
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Tables

Create and format a table in PowerPoint
1. Select the slide that you want to add a table to.
2. Onthe Insert tab, in the Tables group, click Table.
3. Inthe Insert Table dialog box, do one of the following:

e Click and move the pointer to select the number of rows and columns that you want, and then release
the mouse button.

e Click Insert able, and then enter a number in the Number of columns and Number of rows lists.

...... - aitony  Aswrations  Slide Bww Rediew View 3 2 Tel e what yea i to ch
= r + 4 & ik S
Ll 4 o me - Il @soe G - # = fou
Table Pictres Ouline Screersnot Photo — Shapes SmanAn Chart s e adding = thelk Acton  Comamest | Text Header WordAn Datef Slide Object Equatios Video
£2 Ploaes E Albwam - ¢ Bow & Foot Tirme I

4ud Table

Click to add title
=

4. To add text to the table cells, click a cell, and then enter your text. After you enter your text, click outside the
table.
Tip: To add a row at the end of a table, click inside the last cell of the last row, and then press TAB.
5. Use the Design tab to change the colors and borders of your table.
Transitions Animations Slide Show Review View ACROBAT ARTICULATE

6.
ACROBAT ARTICULATE
L MEEE | mas| | & b Height: 041 * 2 Distribute Rows = “IA [ £1i Height: L . |
L = e EEESSE L o il He = widite 9 . 1 My
Select | Wiew  Delete  Insert lnsert Insert lnsert  Merg Text cal " Bring Send  Selection Align
- Gdlines - Above Below Lleft Right  Col Direction = Margins = — LOCK ASpOCtRANO  paryard - Backward = Pane
bl Hows & Columns Mg Abgnment t Tabbe tize Arrange
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Animation

Animating Text and Objects

PowerPoint offers a variety of animations that you can use to enhance your presentation. Animations can be used to
make text or objects appear on a slide, exit a slide, or emphasize the text or objects already on a slide. You can even use
motion paths to create a customized animation.

The Four Types of Animations
There are many different animation effects that you can choose from, and they are organized into four types:
e Entrance: These control how the object enters the slide. For example, with the Bounce animation, the object
will "fall" onto the slide and then bounce several times.

Entrance
* w W w ( w ) ¢
Appear Fade Fly In Float In Split Wipe Shape Whee
i ES ETN S o
Random Bars  Grow & Turn Zoom Swive Bounce

e Emphasis: These animations occur while the object is on the slide, often triggered by a mouse click. For
example, you can set an object to Spin when you click the mouse.

Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken Lighten
k k T k i
Transparency Object Color Complemen.. Line Color Fill Color
B B A

e Exit: These control how the object exits the slide. For example, with the Fade animation, the object will simply

fade away.

Exit
A 1 A A
oA k ¢ ). ¢ w »

Disappear Fade Fly Out Float Out Split Wipe Shape Whee

< ¥ AL
£ * *x o o*x ¥

Random Bars Shrink & Turn Zoom Swive Bounce

¢ Motion Paths: These are similar to Emphasis effects, except the object moves within the slide along a pre-
determined path, for example a circle.
Motion Paths

— \ = o
'Y [ ¢ ) =

i Lines Arcs Turns Shapes Loops Custom Path
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To Apply an Animation to an Object

1.
2.
3.

Select an object.
Click the Animations tab.
In the Animation group, click the More drop-down arrow to view the available animations.

Home Insert Design Transitions Animations Slide Show Review View ACROBAT ARTICULATE

* * - w W ). ¢ - - G

None Appear Fade Fly In Float In Split Wipe Shape ﬂ'"

Animatinm

Select the desired anim_ation_effect.

Home Insert Design Transitions Animations
* x : w »
i MNone Appear Fa&e Fly In Floa

The object will now have a small number next to it to show that it has an animation. Also, in the Slide pane, the
slide will now have a star symbol next to it.

Appetizer

i
* Bad experience of a meeting

* Good experience of a meeting

¥ More Entrance Effects...

More Emphasis Effects...

»*

Maore Exit Effects...
3% More Motion Paths...

20



Effect Options
Some effects will have options that you can change. For example, with the Fly In effect, you can control which direction
the object comes from. These options can be accessed from the Effect Options command in the Animation group.

0 Teih me what

experience of s !

d experience ¢~ g
.ﬁ a A

Working with Animations

To Add Multiple Animations to an Object:
If you select a new animation from the menu in the Animation group, it will replace the object's current animation.
However, you'll sometimes want to place more than one animation on an object, for example an Entrance and an Exit
effect. To do this, you'll need to use the Add Animation command, which will allow you to keep your current animations
while adding new ones.

1. Select the object.

2. Click the Animations tab.

3. Inthe Advanced Animation group, click the Add Animation command to view the available animations.

4. Select the desired animation effect.

'l* 2 Animation Pane P Start: On Click

ek Trigger - @ Duration: |00.5C
Animati}n = Animation Painter @ Delay: 00.0C
Entrance
0 Y »
*: ' ) W
Appear Fade Fly In Float Ir
w » =
h | Wipe Shape Whee Random
1 NA¥ S 1%

To Copy Animations with the Animation Painter:
In some cases, you may want to apply the same effects to more than one object. You can do that by copying the effects
from one object to another using the Animation Painter.

1. Click on the object that has the effects that you want to copy.

2. From the Animations tab, click the Animation Painter command.

Format Q Tell me what you want to
r ‘l* M Animation Pane

Trigger ~ {
ect Add 99
a Advanced Animation

3. Click on the object that you want to copy the effects to. The effects will be applied to the object.
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To Reorder the Animations:
1. Select the number of the effect that you want to change.

2. From the Animations tab, click the Move Earlier or Move Later commands to change the ordering.

"\t}

3
~| Reorder Animation e ', ’
. & Move Earlier ; i ‘E., . \{At; 1
- . /m }- 2 »
: Move Later N
; N |- =

To Preview Animations:
Any animation effects that you have applied will show up when you play the slide show. However, you can also quickly

preview the animations for the current slide without viewing the slide show.

1. Navigate to the slide that you want to preview.
2. From the Animations tab, click the Preview command. The animations for the current slide will play.

™
A !'.;'

Preview M

-

Preview

The Animation Pane
The Animation Pane allows you to view and manage all of the effects that are on the current slide. You can modify and

reorder effects directly from the Animation Pane, which is especially useful when you have a large number of effects.

To Open the Animation Pane:
1. From the Animations tab, click the Animation Pane command.

'l* 2o Animation gme
Add

Trigger =

Animation ~ Y% Animation Painter

Advanced Animation
2. The Animation Pane will open on the right side of the window. It will show all of the effects for the current slide

in the order that they will appear.

ﬁ)nimation Pane ~ ¥

B Play From - | w

1% Content Plac... []

¥

3 ¥¢ Picture 8 [ -
49 Picture 7 [
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To Reorder Effects from the Animation Pane:

1. On the Animation Pane, click and drag an effect up or down.
Play From - | -

1 Bad experien...D
2 Good experi... D

3 Picture 8 D -
4 Picture 7 D
&

2. The effects will reorder themselves.

To Preview Effects from the Animation Pane:
1. From the Animation Pane, click the Play button.

Animation Pane T %

Play From - | -
[

1 Bad experien...D
2 Good experi... |:|
AS Picture 8 |:| -
4 9% Picture 7 |:|
2. The effects for the current slide will play. On the right side of the Animation Pane, you will be able to see a
timeline that shows the progress through each effect.

1 Bad experien...D

2 Good experi... E'

]

To Change an Effect's Start Option:

By default, an effect starts playing when you click the mouse during a slide show. If you have multiple effects, you will
need to click multiple times to start each effect individually. However, by changing the start option for each effect, you
can have effects that automatically play at the same time or one after the other.

1. From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.

1 Bad exper\'en”.D
2 Good experi... D

3 Picture 8 D %‘

Start On Click
Start With Previous

(D Start After Previous
Effect Options...
Timing..
Hide Advanced Timeline
Remove

2. Click the drop-down arrow. You will see three start options:

o Start on Click: This will start the effect when the mouse is clicked.
o Start With Previous: This will start the effect at the same time as the previous effect.

o Start After Previous: This will start the effect when the previous effect ends.

3. Select the desired start option.

When you preview the animations, all of the effects will play through automatically. To test effects that are set to Start
on Click, you will need to play the slide show.
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Presenting

Start a Slide Show
1. Select the Slide Show tab.
o0 Click From Beginning command in the Start Slide Show group to start from the first slide (or press F5).
0 Click From Current Slide to start from the slide you have selected (or press Shift + F5).

File Home nsert [esign ransitions Animations Slide Show ﬁ
I/‘\I ; E D | ”-T-_\.
DR B T T 4 S
From From Present Custom Slide SetUp Hide Rehearse Record Slid
Beginning Current Slide Online~  Show~ Slide Show Slide  Timings Show -
tart Slide Show Set Up
2. Another option for starting the slide is to lide Show view at the bottom of the window.

= Notes W Comments [E 22 B

Advance or Reverse Slides
1. Hover your mouse over the bottom left corner of the screen when is slide show view.

3

a. Click on the right arrow to advance slides, or click on the left arrow to reverse slides.
b. You may also use the arrow keys on your keyboard to advance and reverse slides.

Stop or End a Slide Show

To end a slide show, hover in the lower left corner and select the End Show command from the menu box options. You
can also press the ESC key on your keyboard.

Presentation Tools and Features
PowerPoint provides convenient tools and features you can use while you are presenting your slide show. Features
include changing your mouse pointer.
To access the pen or highlighter:
1. Hover and click on the pen menu option in the bottom left of your screen.
2. Select Pen or Highlighter based on your preference.

4. From the same menu, you can also change the color of the pen or highlighter. Keep in mind that light color
choices are best for the highlighter.
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To erase ink markings:
1. Hover and click on the pen menu option in the bottom-left of your screen.
2. Select Eraser to erase individual ink markings, or select Erase All Ink on
Slide to erase all markings.

When you end your slide show, you also have the option to Keep or Discard
(erase) any ink markings you made during your presentation.

To jump to a nonadjacent slide:
1. Hover and click on the menu box option in the bottom-left of your screen.
2. Select Go to Slide, and choose the slide you would like to jump to in your presentation.

Menu access options:
You can also access any of the above menu items by right-clicking anywhere on the screen during your slide show.

See All Slides

Zoom In

Hide Presenter View

Screen »
Pointer Options »
Help

End Show
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Presentation Keyboard shortcuts & Tips

Action

Keyboard Shortcut

Start Slideshow from the beginning

F5

Start Slideshow from current slide

Shift + F5

Perform the next animation or advance to the next slide

N, Enter, Page Down, Right Arrow, Down Arrow, or
Spacebar

Perform the previous animation or return to the previous
slide.

P, Page Up, Left Arrow, Up Arrow, or Backspace

Go to slide number

Number + Enter

Display Blank Black Slide B
Display Blank White Slide w
End a presentation Esc

Return to the first slide

Press and hold the left mouse button for several seconds

Change the pointer to a pen

Ctrl+P

Change the pointer to an arrow Ctrl+ A
Change the pointer to an eraser Ctrl+E
View the All Slides dialog box Ctrl+S
View the Task Bar Ctrl+T

Select a Slide from the all slides

Right mouse click >> See All Slides >> click a slide

Return to Previous Slide

Right mouse click >> Return to Previous Slide
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