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What is Power Point?

Power point 1s a Microsoft presentation
program that creates a slide show of
important information, charts and images to
display during a presentation. It 1s most
often used for business and school
presentation.
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Power Point Ribbon

* During this presentation, we will refer to the
PowerPoint “Ribbon” in terms of navigating
the program.

* The Ribbon is the strip of buttons across the
top of the main window.

* Users can access anything the program has to
offer through the Ribbon.
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Add Slide

* Go to the “Home” .
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Format Fonts

* Go to the “Home” ribbon then make changes to
the font size and style of the text.

 This Home tab also allows you to change all
aspects of the font size and style.

MS PowerPoint Tutorial

10



To change the
sequence of
~ slide

J

To change the To change thj

layout of
. font style
_current slide - | y

1.?3 ———- ! —‘\ u?'uT ks 1ﬂ
foe |t Dol Mt S

s N b

u} It Qjmmv . T Wkt 8\\(00
4 Gt a5

P‘tv Pl : s ,\ R _J-’IWT"‘ AH,:){}G

e ew EEEE|E

v Jfimithanty ghde.y,]Delete L LAY VLLEL = & Cometto St %V\{ }ﬁ

1 "

(i rn//StIes ill ' Pt

To delete the To aligned

current sI|de the text

MS PowerPoint Tutorial 11



Imsert Viemu




Insert Pictures from Files

* Go to the “Insert” - —— -
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Insert Tables

e (Go to the “Insert”

ribbon then select
“Table”

Move the mouse over
the table 1llustration to
select the size of the
table you would like to
use.

Jl el <)~ & = Hibb>_Powerpointslides.p

ﬁ Home Insert Design

ElE = 3
j all B (@4 gfg 4 Z%)k

Table Picture Clip Screenshot Photo Shapes SmartArt C

Transitions Anin

Art v Album ~
3x5 Table Illustrations
1 0000000 x
10000000 -
AL 0000000 :
o o |
L0000 000
B | O | O [
JOO00IC]

1 Insert Table...

4 Draw Table

é‘] Excel Spreadsheet

MS PowerPoint Tutorial

14



Insert Clip Art

e (Go to the “Insert”

ribbon then select “Clip
Art”

e Enter search terms in R —

Clip Art search pane on
the right and select
image.
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Format Pictures

* To resize the image, click on the picture to surround
the 1image with a blue box.

* Drag the corner dot away from the center to make it
larger and toward the center to make 1t smaller.
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Insert Charts
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Insert Smart Art

* Go to the “Insert”
ribbon then select the =423 ofi:22280
“Smart Art” button. | S—

* Smart Art graphics
ranges from graphical
list and process diagram
to more complex
graphics, such as Venn
diagrams and
Organization charts.
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Insert a Hyperlink

* Go to the “Insert”
ribbon then hover over
“Links” then select
“Hyperlink™

* Copy and Paste the Link

from the website into
the “Link” box.
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Insert a Header and Footer

e (Go to “Insert” then “Header and Footer”

* This dialog box allows you to add a date and time on
the slide and Slide number.
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Other Insert Tools
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Add a Slide Theme from Gallery

* Go to the “Design” ribbon
* Sclect a design theme from the Theme toolbar.
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Background Format

* Go to the “Design” e —
ribbon 2 = Fonts = Hide Background Graphics

* Seclect a Format
Background Dialog Box
to Change the back
ground of Slide (As

shown 1n fig.)
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Slide Transitions

* Go to the “Animations” ribbon, and select,

* To give sound and Transition speed between the
previous and next slide

* Move to the next slide by mouse click or
automatically after certain seconds.
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Slide Transitions

(o to the “Animations’ ribbon
e Select desired Transition from toolbar
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Rearrange Slides

 To move a slide, click on the slide thumbnail 1n the
left column

— Drag and drop the slide at the desired location.

 To move consecutive slides at one time, click and
hold the Shift key as you select the slides you want to
move.

— Drag and drop the slides at the desired location.



Preview a Presentations

* Go to the “Slide Show” ribbon

* Select the point in the slide show that you would like
to begin viewing.
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View Slides vs. Outlines

The default view 1s
Slides

The second option 1s
Outline view to show

the slide show as outline
notes
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A LEARNING MODULE

3 Index
= Open a Presentation
= Save a Slide Shows
= Create a Mew Slide
= Add Slides
= Insert Pictures
= Insert Clip Art
= Format Pictures
= Format Fonts
= Header and Footer
= Hyperlinks
= Tables
= Charts
= Slide Themes
= Slide Transitions
= Rearrange Slides
= Preview Presentations
= View Outline
= Print Handouts

4 open an Existing Presentation
= Go to the toolbar and select "File™ then "Open”
= The keyboard shortcuts allow you to open a document
without using the mouse. | I
©@Hold the Control button, then press 'O’ for "Open™ t

5 Saving a New Slideshow
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Print Handouts

e Select “File” then select
“Print”

— A dialog box appears
that allows you to
change the printer
and select the number
of copies to be
printed.

e You can also select to
print handouts of the
slideshow.
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